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Your printer can furnish them-in a wide variety of colors, 
weights and finishes. Also available in standard sizes, — 


| at your office supply or stationery store. 
- Nekoosa-Edwards Paper Co., Port Edwards, Wis. 
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The customer is in... 
You know he is. You telephoned ahead 


from your last town for an appointment. 


He’ll see you... 


You know he will. He said so 
when you telephoned. 


He’s interested... 


You know he is. You told him enough 
over the telephone to arouse his interest. 


5 ahead for appointments—regularly. 


Find out for yourself how Long Distance opens doors. 
Saves you time and money. Builds your confidence. 


Improves your chances of making sales. 


LONG DISTANCE DOESN’T COST—IT PAYS 
Bell Telephone System 
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= ; “e NV qui t, Personnel, and Purchasin 
ANOTHER “Office of the Office Methods, Equipment, Personne £ 


. ° ” . 
Year” winner makes a_ highly Sponsor of the “Office of the Year" Awards 
significant contribution to the 


advance of data processing! december. 1954 


The editors of this magazine Volume XV No. 12 
believe that the article beginning 
on page 12 of this issue, where 
in Ralph W. Fairbanks reports on : ca = 

“ ~~ in this issue 
a new installation at the offices 
of the Aluminum Co. of Amer ; ital wen ee 
ica in Pittsburgh, very well Who handles the problem child? (Editorial ) 


1p le “nt ur report -arlie ‘ . . . 
ae ee ae ALCOA inaugurates integrated data processing on 


national seale 
by Ralph W. Fairbanks 


this year on pioneering office 
automation at the Award-win 
ning offices of United States 
Steel in the same city. AMA conference concentrates on computers 
Essentials of a good form letter program 


How office needs can be served 
contractor 
by Homer Harrison 


Hew to determine switchboard requirements 
by Roy T. Stone 


Electronics dominates SPA conference 


Middle management is the key 
by Carolyn N. Nelson 


Tools of the office series 


This month: visible record systems, rotary and 
special card files, and check devices 
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TO IMPRESS YOUR 
CUSTOMERS + CLIENTS » PROSPECTS 
USE eeee 


LD 


FOR YOUR STATIONERY 


It takes a letter on paper made 


with new cotton fibers to make the favorable 
impression you require. And only paper made 
with new cotton fibers, paper with the fact 
and feel of quality, will do this for you. 
One of the least expensive such fine 


papers is Parsons Heritage Bond. 


© PP Co 1954 


December, 1954 


printer, desk-size computer 


A new electronic high speed print- 
ing and accounting machine, designed 
to print 900 lines a minute, was ex- 
hibited to the public for the first time 
at the Seventh Annual International 
Systems Meeting of the Systems and 
Procedures Association of America, 
held recently at New York’s Hotel 

| Commodore. 

The new printer is manufactured 
by the Burroughs Corp. of Detroit, 
and is known as the Series “G.” It 
consists of a decoding console, a card 
analyzer, a printer, and a_ printer 
punch. In addition to printing at a 
rate of 900 lines a minute, it is de- 
signed to punch cards simultaneously 
at the same speed. It can create up 


| to seven carbon copies, and it is ca- 
pable of accumulating one or more 
| totals and transcribing at listing speed. 
Printing is accomplished by means 
of wire print units for each printing 
position, Tiny wires, each capable 


of printing a dot, are arranged in blocks 
measuring five wires by seven. Letters, 
numerals, and other symbols are 
formed by various combinations of 
these dots. The wires required to 
print the dots are selected by electrical 
impulses and are driven against the 
paper with sufficient force to permit 
the making of up to seven carbon 
copies. The machine is capable of 
| printing in reverse; this makes it pos 
sible to print both sides of a sheet in 
one operation, using carbon backing to 
print the reverse side. 


The new machine has two tabulat- 
ing card feeds. It can read 900 cards 
a minute through each feed, or a total 
of 1,800 a minute if the two feeds are 
used together. The machine can be 


connected to one or two auxiliary 
printers, to produce additional reports 


while it is creating its original rec- 
ords. 


R. W. McLeod, manager of Bur- 
| roughs’ Special Machines Department, 
said, “The Series ‘G’ was developed 


| for the growing number of com- 
panies whose volume of accounting 
/ and other records has increased to a 
point where it cannot be handled efh 
| ciently in any other way.” The com- 
pany considers the following to be 


| applications in which the new printer 
will be particularly successful: divi 


dend checks, premium and dividend 
notices, magazine subscription fulfill 
ment and renewal notices, direct mail 


| promotion, payroll disbursements and 


OFFICE MANAGEMENT 


| Burroughs shows high-speed 
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Increased flexibility ond integrated design 
_pre brought to. contemporary, offices by 
KNOLL OFFICE PLANNED FURNITURE: 


Desk tops. are_interchahgeable|in varying | 


| Furniture 
Kboli Fobrice 
inning Uaid 
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related documents, public utility bill 
ing, production control documents, 
and state and municipal documents and 
records, 

Aiso shown at the SPA exhibit was 
Burroughs’ new Model E101 desk size, 


general purpose electronic digital com 


puter. This new machine takes its 
input from a Burroughs’ bookkeeping 
machine with an eleven-column key 
board, and prints results at a rate ol 
24 digits per second by means of a 
semi-gang page printer on rolls oi 
forms up to eighteen inches in width, 

The unit is equipped with a mag 


netic drum having a memory capacity 
of 100, and it is controlled by a set 
of eight removable pinboards; thes« 
boards hold pins through which pro 
gramming instructions are given to 
the machine. A capacity of 128 pro 
gram steps is provided, 

Addition and = subtraction 1s_ per 
formed at a rate of twenty operations 
per second, multiplication and division 
at four operations per second. Thes« 
figures include access times. 

The computer is priced at $32,500, 
f.o.b. Detroit; it may be rented for 
$850 a month. 


OFFICE MANAGEMENT'S 
KEY EXECUTIVE PAID CIRCULATION 


17/000 net paid 


Witness This 


In Paid scribers 
Circulation 


(According to 
A.B.C, Reports) 


1953 
March ... 9,064 
May . .. 10,2007 
June ..........10,506 


September 11,027 
December _ . 12,185 


efficiency. 


and continuing 
into 1954... 


tMarch ....... 13,005 

PREP ae 14,516 

“September ...15,553 

*October 16,074 
tAs per June 1954 ABC 
Statement. 


* Subject to A. B. C. 
audit for last 6 months 
1954. 


Cre 


212 Fifth Avenue 


first 6 months o 


Specialized office systems and equipment 
Steady Growth features attract top executive PAID sub- 


In steadily increasing numbers, more and more 
office management executives have been discovering 
OFFICE MANAGEMENT as their indispensable 
source of vital management information on office 
systems, services, supplies and equipment. That's 
why management executives pay subscription fees to 
OFFICE MANAGEMENT—the only A.B.C. audited 
voluntarily paid publication edited exclusively for 
executives concerned with office operations and 


MANUFACTURERS 

OFFICE MANAGEMENT'S executive readers wel- 
come your advertisements. They are alert to new 
procedures, and new ideas, to solve equipment and 
supplies problems. Your advertisement gets real 
penetration thru this active readership. Reach these 
key executives with real purchasing authority— 
start your schedule next month. 


CLOSING DATES: — plates, 5th of preceding 


@: OFFICE MANAGEMENT GD: 


The Magazine for Management Executives 


Published by Geyer Publications, Established 1877. Offering the most complete 
publishing service in the office equipment and stationery field. 


uaranteed for 
1955 


Set copy, Ist of preceding month 


New York 10, N. Y. 


December, 


Benefit plan for bank 


employees announced 

The Philadelphia National Bank has 
recently announced a new employec 
benefit plan which provides retirement 
pensions, widows’ pensions, death and 
disability benefits for employees of the 
country’s financial institutions, The 
plan will be known as The Philabank 
Plan. 

The new program is the result of re 
search and study by The Philadelphia 
National Bank, one of the country’s 
oldest and largest banks, and the Mu 
tual Life Insurance Co. of New York, 
oldest mutual lite insurance company 

America, 

The Philabank Plan differs trom 
standard employee benefit plans in that 
it combines the advantages of both 
trusteed and insured plans. According 
to the announcement recently made by 
Frederic A. Potts, president of the 
bank, the advantages of the plan in 
clude low-cost individual tailoring to 
the needs of large and small financial 
Histitutlions, and application to both 
officers and employees. 

(1) lifetime 
monthly retirement income, (2) ben 


Its basic features are: 


efits in event of death, before or after 
retirement, (3) pensions for widows, 
orphans, or other beneficiaries of mar 
ried male employees, and (4) tempo 
rary disability income benefits. It is 
especially designed, according to Mr. 
Potts, to provide financial institutions 
with a solution to the problem of coi 
petition for desirable employees. “Fi 
nancial institutions,” he said, “hav« 
found it increasingly difficult to attract 
responsible employees without offering 
a definite program of future benefits 
Smaller institutions, particularly, have 
had a real problem. Their staffs hav« 
not been large enough to permit the 
creation of actuatially sound plans ex 
cept at disproportionately heavy costs.” 

The lower costs and broader ben 
efits claimed for the new plan have 
been made possible by the use of an 
electronic computer and by the fact 
that it is now possible to use the ta 
cilities of both institutions. 


Envelope purchasing guide 
\ chart illustrating neavly fifty dif 
ferent types of envelopes has been pre 
pared by the Envelope & Paper Corp., 
121 Varick St., New York. The chart, 
designed to assist the user of envelopes 
in selecting products suitable to his 
needs, is available without charge. 
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*PROFIT-EATER (prof'it et’er) n. 1. Any inefficient, outmoded or overloaded records-keeping system that eats 
business dollars. Loves waste, especially of your money, motion, time and space. \Very greedy variety 


How to put this profit-eater on a diet 


The Remington Rand Business Services Department, 
manned by Records Management experts and armed 
with the finest of business equipment, can track down 
and eliminate the Profit Eaters from your Records- 
Keeping operations! You gain in efficiency and slashed 
record-keeping costs. Protect your profits with increased 
productivity! 

OVER 50 YEARS’ EXPERIENCE. For over 50 years the 


Business Services Department has been saving hundreds 


of thousands of Records-Keeping dollars yearly, lor its 
chents. It can do the same for you! Check on the BSD 
way now. [here is an information-packed folder deserib- 
ing each separate BSD function. Alongside each service 
listed below is the number of a BSD folder describing 
the service. For a limited time you can get any or all of 
them. Just write to us or phone your local Remington 
Rand ofhce. Ask for the folder or folders you want by 
number. They're FREE. 


Remington Fland 


Room 2216, 315 Fourth Avenue, New York 10, N.Y. 


EIGHT COST-CUTTING BUSINESS SERVICES 


PUNCHED-CARD RECORD SERVICE (BSD-8) 
SYSTEMS CONSULTING SERVICE (xX796B) 
MICROFILM SERVICE (BSD-5S) 
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COMMODITY CLASSIFICATION SERVICE (BSD-10) 
RECORDS MANAGEMENT SERVICE (CRESO) 


DEXIGRAPH PHOTOCOPY SERVICE (BSD-4) 
RECORDS INSTALLATION SERVICE (BSD-2) 


CONTINUOUS MICROFILM ENLARGEMENT SERVICES (BSD-3) 
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ONE TEST WILL 
CONVINCE YOU— 


There’s safety in the shine 
if there's Du Pont LUDOX in the floor wax 


Now you can bring the sparkle of high-quality wax to your 
floors—and make them safer to walk on at the same time. The 
secret is ‘““Ludox’’ colloidal silica, Du Pont’s time-tested and 
proven anti-slip ingredient for floor wax. Thousands of tiny 
particles of ‘‘Ludox”’ protect every footstep against slipping or 
sliding. The pressure of the footstep (see diagram at left) forces 
the hard silica particles into the softer wax globules, giving a 
snubbing action that absorbs much of the foot’s forward-mov- 
ing energy. 
Other advantages of waxes properly formulated with ‘“Ludox” are: high gloss, water resis- 
tance and excellent leveling properties. So ask your maintenance man to try a wax containing 
**Ludox.” You'll be convinced: ““Ludox’’ makes a coating of floor wax a layer of safety. 


E. |. du Pont de Nemours & Co. (Inc.) Grasselli Chemicals Dept., Wilmington 98, Del. 


QU POND For safety underfoot, specify floor wax made with 
LuDBOX 


BETTER THINGS FOR BETTER LIVING Colloidal Silica 
. . . THROUGH CHEMISTRY 
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Who handles the problem child? 


WHOSE should be the job of rebuking, instructing, and it possible, inspiring 


the office problem child—the newcomer who keeps getting into trouble of 
one sort or another, but who is regarded as still having the potentiality of 
a good worker? 

The best personnel department in the world is not capable always of 
spotting in advance the girl or boy who may turn into an office nuisance. 
When trouble eventually develops, only rarely is it because of some major 
defect in the new employee. Few people deliberately make difficulties for 
themselves. Most new employees who get into predicaments have merely 
got off on the wrong foot. 

The job was not explained clearly enough. The employee was not listening 
closely enough. There was not enough emphasis on the importance of what 
was to be done, In many offices, new people will make a bad start because 
they are not made to understand the part the work they do plays in the 
work of the office as a whole. 

Errors made by new employees are not usually errors of great consequence, 
since new employees are not usually assigned at once to tasks where a 
mistake can do real harm. Why then risk impairing the value of a new 
employee by making a big fuss over minor matters? 

Reproof and instruction often go down better and have better results 
when administered in friendly fashion by someone close to the offender in 


job rank than by someone really higher up! 
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winner continues its 
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ALCOA inaugurates integrated data 


processing on national scale 


By Ralph W. Fairbanks 


TODAY, at a time when many companies across the 
country are still debating the merits of integrated data 
processing, while waiting hopefully for more information, 
and newer equipment, a few leading concerns have long 
since passed the conversation stage and have already revised 
their procedures to gain certain stated objectives. 

Such a company is Aluminum Company of America. 

ALCOA, after a well-planned changeover of its entire 
sales order procedure, has accomplished these goals: 

Orders taken in any ALCOA sales office anywhere in 
the country are received in Pittsburgh headquarters, as 
signed to a plant, and transmitted to that plant, all on the 
same day. 

Most orders entered are completed on one page. 

The system is adaptable to further extension of auto 
mation, 

Time and work spent in sales offices in typing, checking, 
duplicating and mailing sales orders have been cut by 40 
percent, 

All retyping and re-checking of information appearing 
on orders, through all subsequent stages of processing after 
initial writing, has been almost eliminated, 


MR. FAIRBANKS, who has been a pioneer in 
the use of electronic and automatic control ele- 
ments in office systems design, and who acts 


as technical consultant on office automation 


and systems for this magazine, toured the 
ALCOA installation in Pittsburgh last month 
in the latter capacity. 


Fairbanks Associates. Management Consultants. Greenwich. Conn. 


All this has been achieved with equipment and methods 
that were available in 1952 when the planning tor the 
ALCOA. conversion first’ began. 

Basically, the ALCOA conversion is this: 

Under the old procedure, a sales office in Los Angeles, 
say, would receive an order and enter it by typing duplicat 
ing masters for plants and mailing them to Pittsburgh, 
while producing copies for both Pittsburgh and sales ofhce 
use. Orders were wired occasionally, but were subject to 
confirmation by mail. The material, when received in 
plants, had to go through varied processing there, in- 
volving additional re-typing and re-checking of the same 
material in Planning, Shipping and Invoicing, 

The new procedure is this: When orders are received in 
the sales office, they are entered on a Flexowriter, which 
produces a punched paper tape coded to carry all the in 
formation typed. This tape is then used on a teletype 
writer network to produce the same information almost 
instantaneously at a message center in Pittsburgh. 

The incoming order at Pittsburgh, received by teletype 
writer, is routed to Production Planning which allocates 
the order to a particulgs plant, if allocation has not already 
been made by the sales office. This information is en- 
tered on the order, which is then sent by teletypewriter to 
the plant concerned. This transmission by teletypewriter, 
of course, simultaneously creates all the copies of the order 
needed for use in the Pittsburgh office. 

The incoming order at the plant concerned is received 
by teletypewriter, which prints a master for producing all 
copies of the order required for in-plant use, and simul- 
taneously cuts still another tape capable of reproducing the 
completed order. 
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Although basically the new procedure for customer order 
service is just what its name implies—a streamlining of 
services that benefits the customer primarily, the company 
reaps benefits from it, too, besides the intangible but vita: 
competitive advantage gained from any improvement in 
customer service. The new system gives company manag: 


ment faster information on orders placed which can_ be 


balanced against raw material requirements, inventories. 


And the system 
works two ways. Each morning, the Pittsburgh office re 


plant work loads, shipment schedules, ete, 


ceives a record by teletype of the previous day's shipment 
from each of its 24 works. 

Moreover, the system gives the Pittsburgh office central 
ized control of its whole sales procedure. With nearly in 
stantaneous transmission of the sales order from any field 
sales ofhce to Pittsburgh headquarters, and the mechan.ca! 
feasibility of instantaneous transmission trom Pittsburgh to 
any plant, the possibility of laxness in clerical work stand 
ards is lessened. Transmission of information is almost in 
stantaneous, and any delay in getting orders through auto 
matically means human error or slackness. In such circum 
stances, clerical pertormance standards usually rise tor 
fairly obvious reasons, 

Then, too, the possibility of human error—as against any 


slackness in the work tempo is lessened by the tact that 


information only has to be typed manually at one point, 
producing a tape and one copy which can than be proot 
read. If the tape is correct, all subsequent information acti 
vated by that tape will be correct. 

Obviously, the heart of this system ts the equipment 
capable of producing five channel punched paper tape. 
which can then be used to activate other equipment and 
carry the sequence forward. But for a company that has 60 
different sales offices across the country, and 24 different 
works, and handles as many as 1,000 orders per day, a 
great many other modifications of procedures and torms 
had to be made. 

Complete redesign of torms used in the sales order prox 
essing Was essential on two counts: since the new system 
depended entirely on wire communication, every word that 
could be saved in completing a sales order represented a 
saving to the company in wire transmission costs, and, se 
ond, forms had to be so designed that exact registration 
was possible between the form being typed from tape at 
the receiving end, and the original form completed at the 
sending end. 

By a rigid and critical scrutiny of all the information 
being entered in) writing on the old sales order form, 
ALCOA’s planning group was able to reduce the amount 


ol writing 


g needed to complete any order by 40> per cent 


REVISED SALES ORDER PROCESSING AT ALCOA 


SALES OFFICE 
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Some material not deemed essential was eliminated; other 
data was coded and standardized. 

All spacing on the original, Proof Copy Sales Order, and 
all copies subsequently produced on teletypewriters in the 
sales office, the Pittsburgh office Production Planning Divi- 
sion, and the plant had to correspond precisely, This was 
achieved by re a basic Sales Order form which 
provides space for 72 one-tenth of an inch typing characters 
between the form’s two margins. The Flexowriter on 
which the original sales order is first typed is set so that 
the first typing character falls adjacent to the red line 
denoting the left margin. A center vertical line on the form 
splits the 38th character space, while the 72nd character 
typed falls adjacent to the red line representing the right 
margin. A form at a receiving teletypewriter set in precisely 
the same way will have all information entered in the 
correct spaces. 


Line coordination is equally scrupulous, Horizontal typ 
ing guide rules, indicating exact placement of the first jine 
in multiple line entries, are provided on the proof copy, 
which is the original manually typed form in the sales 
ofhce. Preparation of the order tape (following insertion of 
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Order tape is fed to teletypewrites which, while transmitting order to Pittsburgh pro- 
duces set of six copies for Soles Office needs, inciuding Customer's Acknowledgment. 


letter codes in the tape as a “leader” for teletypewriter 
operation) opens with the Proof Copy placed in the Flexo- 
writer so that the first typing space appears at the extreme 
top left. 

A great deal of the information typed in the first original 
recording of the Sales Order can sometimes be entered from 
a tape. This occurs when the order comes from a regular 
ALCOA customer, so that a great deal of the necessary 
information on the sales form remains the same for each 
order. A tape is coded for this constant information, and 
used to operate the Flexowriter, with the human typist en 
tering only that information peculiar to the individual 
order. Thus, even at this initial stage, time is saved and the 
possibility of any error is reduced. 

The Flexowriter, even when operated by tape, is simul 
taneously, of course, cutting a second tape which carries 
both mechanically entered and manually entered informa 
tion. 

To follow a typical order all through the system, we 
might assume Company A, an old customer of ALCOA, 
orders a list of material through the New York sales office. 
The typist in New York is given the customer's order, 
Customer Card and Tape, and Sales Order Abstract. The 
Customer Tape, carrying all the constant information about 
the particular customer, is inserted in the reader of the 
Flexowriter. This Customer Tape enters al] the constant 
information about the customer needed for the Sales Order, 
with the typist entering manually the variable information 
for the particular order. 

The machine simultaneously creates a new tape carrying 
all the information being typed on the original sales order 
by both mechanical and manual means. This tape is then, 
after the Proof Copy Sales Order has been checked against 
the original order to insure that all information is correct, 
inserted in the sending teletypewriter, which simultaneous 
ly sends the coded information to a relay center in ALCOA’s 
Pittsburgh headquarters, and makes all copies of the Sales 
Order needed by the local sales office. These copies are 
made on six-part Kant-Slip continuous forms, and include 
a salesman’s copy, various file copies, and a customer’s 
acknowledgment. 

This completes the New York office’s role in the proc 
essing of an order. The transmission tape created in the 
order writing process is destroyed in the local office the day 
after the order has been sent, and the permanent tape carry 
ing constant information about the customer is returned 
to the files for storage until the next order comes in. 

At ALCOA headquarters in Pittsburgh, the order origi 
nating in the local sales office is received in the relay center 
in the form of perforated paper tape. The relay center has 
direct wire connections with the Teletype Room of 
ALCOA’s Production Planning Department, and the in 
formation received in the Relay Center is transmitted by 
the tape that has just beer created there to a teletypewriter 

Production Planning, which reproduces the order sent 
from New York in typed form on a four-part Sales Order 
form, and simultaneously creates another new tape. This 
tape produced in Production Planning is assigned a serial 
number, which is alse stamped on the typed forms. The 
tape itself is placed in a pigeon hole file by number, while 
the typed forms go to the various departments which must 
take action based on them. One copy is held in the Tele 
type Room for quick checks on the number of orders 
(To page 32) 
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Speakers at the afternoon session on computers on October 20 


powerful management tool ever devised— 


\ conterence concentrates on computers 


ELECTRONIC computers will become the “most powertul 
management tool” ever developed, speakers at the opening 
day session of the American Management Association's 
annual office management conference, held in New York 
October 20-23, told more than 1,000 office executives repre- 
senting organizations from all parts of the country. 

In a program in which electronic applications to office 
work received primary emphasis, speakers representing com 
panies which already are using computers or plan to install 
them 
applied to intelligently designed systems, can give manage 


shortly told the audience that computers, when 


ment information never before available. 


Because of the grow- 
ing importance of 
the whole field of 
office automation, as 
demonstrated in the 
emphases of this 
conference and the 
SPA meeting (see 
page 24), Office 
Management will be- 
gin a new feature in 
the January issue— 
“Automation in the 
Office.” 
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“With a computer, the accounting function which has 
been primarily historical, can supply more than a rear-view 
mirror; it can provide a clean windshield, and even some 
ability to see around the corner,” W. W. Smith, senior pro 
cedures analyst, Mayor Appliance Division, General Electric, 
reported in the opening talk of the meeting. 

General Electric, he said, has recently completed installa 
tion of the world’s first business computer system at Appli 
ance Park in Louisville, after a decision that its application 
to payroll operations, materials scheduling and control, 
order service and billing, and general and cost accounting, 
would justify the installation economically. This is not the 


Edmund J. Conway, management services director, New 
Holland Machine Co. Division, The Sperry Corp., discussed 
“Reducing Costs Through Work-Simplification Training” 
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Hi. Bruce Palmer, president, The Mutual Benefit Life 
Insurance Co., spoke at the final luncheon session 


limit of the system's applications, however, he pointed out; 
company othcers believe the computer's greatest value will 
come through increased flexibility in meeting variations in 
consumer demand. 

\s an example of the latter use, Mr. Smith cited a study 
undertaken by General Electric designed to achieve auto 
matic production of factory paperwork. Eventually, he 
said, the company believes its Univac computer will supply 
all the paperwork that production supervision needs to 
make a change in production schedules. It has alread) 
demonstrated that it can work out a hypothetical plan tor 
assembly line balance and machine loading in less than two 
minutes—as compared with a time period of several days 
needed under the regulation planning system. Moreover, 
the plan produced by the computer proved to have lower 
labor requirements than the plan created by conventional 
methods. 

His company anticipates the day when a “master plan,” 
combining electronic sales forecasting, budgeting and pro 
duction control, will enable GE to have the “right appliance 
at the right place, time, and price, at the lowest possible 
cost,” he declared. 

The second speaker at the opening morning session of 
the conterence, Byron F. Burch, business procedures analyst, 
in describing the electronic payroll processing system used 
at Appliance Park, said that the computer and its auxiliary 
equipment are operated as a data processing center. Gen 
eral Electric is decentralized and each product department 
maintains its own payroll section, but these sections forward 
source documents on which payrolls are based to the center, 
where all computations are made. 

Job tickets tor hourly workers are prepared by toremen, 
according to Mr. Burch. Both individual job tickets and 
group production sheets are submitted daily to the indi 
vidual department payroll section, which forwards them to 
the processing center after checking. At the center all data 
are keypunched, verified, balanced to controls, and then 
converted to magnetic tape. Univac then computes the pay, 
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prepares the checks, makes necessary deductions, and pre- 
pares payroll records. 

The first speaker at the afternoon session, A. C. Vanse- 
low, Assistant Vice President in Charge of Planning, The 
Franklin Life Insurance Company, reported that his com- 
pany expects cost savings following installation of a digital 
computer in the company’s home office to compensate for 
the cost of the unit in four years or less. 

The insurance company has spent more than $150,000 to 
date in training personnel, converting data and making 
other preparations for installation of electronic data process- 
ing. Following these initial, non-recurring, expenses, Frank- 
lin Life expects the operations of the electronic data process 
ing department to cost approximately $150,000 a year, exclu 
sive of programming costs. But installation ot electronic 
data processing will permit a personnel saving of 200 em- 
ployees, representing a salary saving of $425,000 a year. 

First step in making ready for the changeover was to send 
selected company employees to familiarization courses given 
by Remington Rand, manutacturer of the Univac com 
puter, Mr. Vanselow said. “It has been our general experi 
ence,” he continued, “that it is much easier to teach our 
people to program than to teach outside programmers the 
life insurance business.” 

Following initial training, process analysis charts were 
prepared to present a complete picture of each operation in 
which the computer was to play a part. General flow charts 
were prepared for the operation of the master file and re 
lated functions. Programs were then defined and turned 
over to programmers, who created flow charts in the com 
puter’s terms, and coded the particular program for com 
puter operation. 

The speaker urged the audience not to wait tor turther 
developments of electronic data processing units betore lay- 
ing plans for the introduction of such units into their own 
operations. He recommended immediate conversion of all 
phases of the business justifying mechanization to punched 
cards as an intermediate step, and the selection of staff mem 
bers to be trained in computer techniques. 

“All large companies that do not enter into an electronic 
program in the very near future voluntarily will be forced 
into it when they are no longer able to meet the low cost of 
operation and prompt service provided by their competitors,” 
the insurance executive warned. “Even smaller companies 
should study the possibilities of using medium sized com- 
puter service centers as they too may be unable to cope with 
the operating costs of larger companies using electronic data 
processing equipment.” 


The second speaker of the afternoon session on the 
opening day of the conference, E. F. Cooley, associate 
director, Methods Research, Prudential Insurance Company 
of America, sounded the first note of caution about the 
use of computers. Business must do a great deal of research 
before a computer can be definitely chosen as the best way 
of doing any particular job, he warned. 

He recommended that any companies considering com 
puter applications first develop a new procedure for a job 
already highly mechanized and operating at low cost. Only 
in this way, he pointed out, can any accurate estimate of 
the savings possible under the new system employing a 
computer be made. 

Using his own company as an example, Mr, Cooley said 
that Prudential has decided to try a computer system for its 
billing and accounting operations after preliminary studies 
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had shown use of IBM's Tape Processing Machine would 
represent a substantial saving over present punched card 
methods. 

The system Prudential plans will place a basic record ot 
3,000,000 insurance policies on magnetic tape. Approxi 
mately 200 reels of tape will be required, and these will 
be divided into four “due day groups,” each containing 
data on policies with premiums talling due in a given seven 
day period of the month. Within the reel, orders will be 
further broken down by agency and then by policy order 
number. 

The company, however, does not plan to have its only 
record on magnetic tape, Mr. Cooley said. A historical 
record on each policy will also be kept in the home office. 

The fully automatic office, which has all records in a 
form automatically accessible to the computer, does not 
seem to Prudential economically sound at this time, Mr. 
Cooley said. “We are not planning such a system,” he con 
tinued. “We are going to build experience and confidence 
in the reliability of tape machines and systems before we 
plan to go all the way to a single tape record with auto 
matic reterence. 

The last two speakers of the day were Daniel R. Mason, 
manager, Scientific Computing Service, International Busi 
ness Machines Corp., and Arthur A. Katz, director, Elec 
trome Computing Center, Remington Rand, Inc., who out 
lined the operation of computer service centers, where com 
panies lacking electronic computers of their own can send 
problems for solution. 

Both speakers emphasized the advantages for companies 
considering installation of data processing equipment in 
using computer center services first to determine if such 
equipment would really benefit them. 

Mr. Mason echoed the feeling of Mr. Vanselow in stating 
that it is usually best to send company representatives fa 
miliar with the problems to be given the computer to a com 
puter service school, where they can become familiar with 
computer and programming techniques before using the 
services of a computer center, The alternative technique 
Is to prepare a precise statement of the problem, and sub 
mit it to the center, which will have its own technicians 
program it for the machine, 

Computing service school courses are offered every other 
month by IBM for representatives of interested companic s, 
Mr. Mason said. The courses are free and can be arranged 
through any IBM office. These courses prepare the com 
pany representative to program any problems directly for 


computer use, so that the total cost of solution resolves itsell 


into standard hourly rates for the me the machine and 
operating personnel are at work on the problem. 

Mr. Katz made the same point, “In our experience, he 
said, “it has proven much simpler to train methods men 
in the use of a new system rather than to adopt the alter 
native of training electronics men in the methods and pro 
cedures of any given company.” 

Analysis problems—involving information that must first 
he sorted and then summarized to provide indicative reports 
to manapement have shown cost savings ol six to one 
over conventional punched card systems, and have cut de 
livery time for reports from three months to three weeks, 
when handled through computer service centers, Mr. Katz 
reported, 

The second day of the conterence opened with a panel 
discussion on increasing clerical productivity, Panel partic: 
pants, who agreed on the basic principle that the most im 
portant factor in increasing productivity is people, described 
what their respective companies are doing in this area, 

Matt W. Boz, assistant manager, Methods and Statistics 
Department, Shell Oil Co., said his organization used an 
“integrated three-part view” in approaching the subject. Re 
sults achieved, he said, are shown by the fact that while 
Shell's sales paper work has increased 40 per cent in the last 
54, years, the number of clerical personnel involved in mat 
keting activities has increased only 51) per cent. 

Key factor in Shell's system is emphasis on the individual 
and his part in the company’s activities, Mr. Boz said, with 
particular accent on the supervisors in the various branch 
offices. 

“A well-trained and properly informed supervisor, who 
also has sufficient delegated responsibility and authority, 
inevitably commands the respect and cooperation of his 
clerical staff,” he went on. “In a climate such as this, the 
natural human desire to do a good job thrives.” 

The second panel speaker, William T. Hamilton, manager, 
Customers Accounting Department, Cleveland Electric 1) 
luminating Company, said that work simplification and 
clerical work measurement are the basic tools that enable 
his company to meet a constantly growing work load at the 
lowest possible cost, 

“Work simplification is not working harder or taster; 
it is simply working smarter,” he said. 

CEICO depends heavily on its employees tor suggestions 
about improving their jobs, he said, and, as the other sic 
of the coin, all employees are indoctrinated in work simpliti 
cation techniques and _ principles. 
(To page 29) 
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FORM LETTERS, once shunned by most businesses be 
cause of their connotation of coldness and impersonality, 
are winning management interest again as correspond 
ence costs continue to rise. The form letter, whether 
printed or mechanically typed, has many advantages: it is 
compact, concise and correct; if carefully planned—and time 
and effort can be put into a good form letter that are simply 
not possible with all individually dictated correspondence 
it can create a better reaction in the recipient than a poorly 
written or brusque individual letter. 

Naturally, the Federal Government, which sends out 
letters at the rate of 139 per second, four million per work 
day, places heavier dependence on form letters than the 
largest private concerns. And the government's General 
Service Administration has just produced a Records Man 
agement Handbook, “Form Letters,” which, while com 


TYPICAL CORRESPONDENCE PRODUCTION COSTS 
per 20,000 letters in thousands of dollars 

MEDIUM LETTERS, ABOUT 175 WORDS 
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DICTATED 
AND TYPED 


DICTATED 
AND TYPED 


TYPED (NO 
DICTATION) 


FORM 
(PRINTED 
LETTER) 


Essentials of a good 


form letter program 


posed primarily for the guidance of government adminis 
trators, still can serve as a useful procedure outline for 


private companies investigating the possibilities of savings 
and increased efficiency inherent in form letters. 

One basic distinction between government use of form 
letters and the private concern’s approach lies in the method 
of reproduction used. The government considers a form 
letter as basically a printed letter—many private companies 
would probably prefer even their form letters typed by 
mechanical means to resemble as closely as possible an in- 
dividually dictated letter. But, that point aside, the pro- 
“Form 
Letters” is equally applicable to commercial concerns and 
government bureaus. 


gram of form letter improvement outlined in 


The pamphlet recommends that any form letter im- 
provement planning group first gather samples of form 
letters currently in use, and also, over a specified period of 
time, accumulate carbon copies of al] outgoing typed letters 
as a basis for determining which individually dictated let- 
ters follow a similar enough pattern to make creation of 
a form letter practicable. 

Individually dictated letters following a basic pattern 
are grouped together as form letter possibilities. The proj 
ect has now accumulated all existing form letters, as well 
as letters that seem to be susceptible to form letter treatment. 

The analysis phase of the improvement program now 
begins, According to “Form Letters”: 

“You must decide: 


“1. The existing form letters that should be discontinued. 
This is determined by the number of times the form is used, 
and the suitability of the subject matter for a printed letter. 

“2. The existing form letters that should be rewritten 
A letter needs rewriting if the language 
needs improving or simplifying. 


or redesigned. 
It should be redesigned 
if a new design would reduce the time required to prepare 
it for mailing. 

“3. The form letter possibilities that should be developed 
into new form letters. This depends on the number of 
typed letters in the group, and on whether the subject 
matter is appropriate for a printed letter.” 

In its discussion of standards which should be used in 
determining whether a form letter is appropriate, the book 
let makes the point that a form letter is only appropriate if 
it is about a routine, business or informational matter, while 
its economy can be gauged by the following scale: 

A form letter is economical if: 
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Line count Monthly usage 


is: 

30 or more 
20 or more 
15 or more 


20 or more 10 or more 


Form letters, to be effective, must meet the common 
requisite of all good business letters, the booklet empha- 
sizes—easy reading. Standards suggested emphasize short 
sentences, averaging not more than 21 words; short simple 
words; and as many personal references as possible. 

Whenever possible, the plain form letter requiring no 
fill-ins is best, the booklet states, both because it requires 
less time to prepare for mailing, and because it looks more 
like an individually typed letter (again, this latter point 
would lose meaning in a business office that prepared all 
form letters by mechanical typing). It is often possible 
to eliminate fill-ins, and achieve a Plain Form Letter, by 
placing essential references, such as dates, amounts, and 
claim numbers, at the heading or the foot of the letter. 

The booklet suggests printing of an inconspicuous dot 
2’, inches from the top of the page and in vertical align- 
ment with the left margin of the body of the letter to help 
the typist enter the address correctly at the top of the 
letter, 


The booklet also advises against partial printing 
(in printed form letters) of “Dear” on the salutation line, 
since this is said to make the typist’s job of aligning the 
name with the “Dear” more difficult than it would be for 
her to type the entire salutation. 

Whenever possible, it is wise, too, the booklet says, to 
have the complimentary close come five or more line spaces 


below the last line of the body of the letter, thus aliowing 
space for insertion of an additional typed paragraph, if it is 
called for. 

Form letters not only produce an initial saving in time 
and money, the booklet points out, but they can also pro 
duce substantial savings in the cost of filing carbon copies 
of the individually dictated letters they replace. This cost 
is estimated at $100 per thousand copies, and: this can be 
cut radically if stringent controls are put on the filing of 
form letters. The booklet suggests that all file copies can 
be eliminated if: 

The form letter is of a routine, informational nature, 
and a copy in files only serves to show that it has been 
dispatched. 

The form letter is a reply to an incoming letter which 
can be filed with a notation of the form letter number and 
the date it was sent. 

The booklet also reviews the procedure for cresting a 
standard system of numbering form letters, and offers sug 
gestions mainly applicable to government offices, but adapt 
able to some private concerns, 

A section dealing with standardization of form letters 
for field offices also has obvious applications for organiza 
tions which have many branch offices. If the organization 
has a decentralized control pattern, so that there is no one 
point ordinarily responsible for a continuing review of all 
form letters, it is suggested that periodic audits can be made 
of form letters on a program basis: 

1. Form letters belonging to a particular program are col 
lected from all field offices. 

2. A central office representative of the program activity 
is asked to review the collection to make recommendations 
for standard letters in place of the local ones. 
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OLFARTMENT OF 
HEALTH, EDUCATION. AND WELFARE 


SOCIAL SECURITY ADMINISTRATION 
wrerimeTor © 6 


unten OF FURL K MENTE TENCE 


99 Melo Avrewe 
Centertown, Cal tfornia 


Dear mb. Bagerton: 


This is in respon 
or his family. The President asks us to ar 
for financial assistance, loans, clothing, » 
household equipment, and other services neces 
health and welfare of people 


No Federal funds are available to provide help di- 
rectly to people The assistance programs are State pro- 
grams, and the State decides who is eligible for assistance 
In order that help say be sore adequate, the Federal Govers~ 
ment shares in the cost of financial aesistence to certain 
groups of needy people--the d, the blind, dependent chil- 
dren, and the seriously disab Also, in some States there 
are programs of general assis e for people sot coming 
within the other groups and pr ees for medical care We 
suggest, therefore, that you get in touch with your pearest 
local public welfare office If they cannot provide you with 
the help you seek, they would know shether there are other 
agencies in your community which might help you. 


May I say that we are sorry not to send you # more 
personal and hopeful reply. 


Sincerely yours, 


Director 


“Plain form” letters, without fill-ins, are the best. 


3, The standard letters are developed and distributed to 
all field offices, with instructions on their use. 

Supervisors can play a vital role in searching out new 
opportunities to replace individually dictated letters with 
form letters if they will have extra carbon copies of all 
individually typed letters made for a given period once or 
twice each year, the booklet says. These copies can then 
be reviewed just as they were in the original form letter 
improvement project to find new groupings which might 
lend themselves to form letter treatment. Form letters 
themselves should also be reviewed periodically after the first 
improvement project to see how well they are working, and 
to make any improvements or corrections that seem nec 
essary. 

A well-directed use of form letters in government offices, 
can cut correspondence costs radically, the booklet declares. 
As an example, an office writing 250,000 letters a year is 
cited. This quantity of letters costs approximately $200,000 
to dictate and type. Replacement of 25 per cent of these 
letters with form letters will lower the correspondence cost 
22 per cent; replacement of 55 per cent of these letters with 
form letters will cut correspondence costs in half. 


= «lS ceeae cer” ANE See ee ie. | ae Pek: ee See: ee Ge ir ee. eee 
RE te EES 4 “hs A COT a > ae 
RINE cteghen: ee 7 a _ ¢ 
SSL SY 
oe ; 
tng : 
es 
di agg 
—_ Bt | 5 ef, Spee 
is: = ere erent if ree 
5 o 2 
10 TT .Ct~“‘:SSS~S~SY | eS 
15 ee . hare fe" 
eee Hd tone 2 eg 
a a A printed dot (.) makes an inconspicuous } Ae 
; marking for the place to begin the address re % Pa 
ie. Semel Eager tan The dot should be flush with the left margin a 
FS and 2-1 4 inches from the top of the page | a yt 
| Se 
| a : 
i: a 
4 | With a completely typed salutation the — ENE. 
letter takes on a more personal appearance J 5 eee 
© requests Steg 
al care, 3 
sary to the ay eae 
| per. 
el ae 
| eo 
| i Sap a” 
‘ rae 
|  * 
| 4 Ge ~ 
. , , 
| * 
ee 1 
| 
| ee | 4 
‘ . | | oe 
‘ } % £ 
| — a 
: + & 
aee e 
its g 
| Oe 
! . ie = 
P ‘y a 
PA-L522 | i : 
ee iy 
" Y a i oe bine = 4 
f \ ie P B 
ai. 
of My tie 
+ts i or 
2 es 
; ph a 
= ae 
i ta 
“ nae : 
er ae 
‘fh 
e. a 
= ee 
Pen 
lear 
i ae 
ye 
a2 eo 
LS 
ea 
ee 
Be s 
er a 
. ee 
a} ee 
Alf ieTe 
er) Bee 
cad é 
rote! 
se 
am 
Sees. 
i. ie 
. \ mag F 
il 
r cia . 
—- 
* aes 
+f faa 
- or 
a oe 
Be oe 
rer: 
OE) 
' Ape 
29 Sale 
ate 
NO 
ae Sips 
=tae 
ae 
eee 19 3n% 
se *; 
4 aa ee 
iy vy a 
eS | cs 
ee a k ( ee 
. NS 7 Y, ae a ’ = A ee ee 4 ra ON te 
ae hat, 4 Le és ——— ie ae a ae ok en! ee Sea —_ i me _ a es 
a cpr .e am | eee Pe gee” bails, | <a ola | RE oa I ee et dea ee OY org i hala he wh 
ae Bhd £2 ’ 5 ae eae roe (ie Ri a: A ee } mie ib me 1 le a. Se ey i tee We an oe aS: Note 
ae . eae i Pe ’ em * 1 ae ies ae a! ee ee ag apo Renta og aie Pa a ey oa sec, See Cee ok a 
allan an © a a Po (alias +e ie by a md Oe hee = em gc iam rat be a ge DS Sc of) |" em eta, war taaa 


Office 


needs and 


the general contractor 


THIS YEAR, the management of the National Business 
Show took an initial step in accordance with a new policy 


of broadening the base of the Show. 


Heretofore, exhibits were principally confined to the 
machines and equipment that are needed in the modern 
ofhce. This year it that office executives 
would be equally interested in’ the physical clements that 
help to provide the comfort demands in the modern office: 
and that his interest would be concerned not only with 


keeping up-to-date on the latest developments in lighting, 


was assumed 


floor covering, air conditioning and every other clement 
that might contribute toward making his office meet present 
day standards, but also in’ the budget costs of such im 
provements. What forum, therefore, to 


these new developments than at The National 
Show? 


better exhibit 


Jusiness 


It was logical, therefore, that a general contractor should 
be included among those invited to participate in this ex 
panded program policy. And it followed that a general 
contracting firm which has been serving business for 54 
years in the field of office interiors, renovations and new 
buildings accepted this opportunity of cooperating in the 
Golden Jubilee Year of the National Business Show. 


The following question was most frequently asked by 
visitors to this general contractor's exhibit: 


“What does a general contractor do, and why docs on 
need a general contractor?” 


One way to explain the function of the general contrac 
tor is to assume a situation, say, a tenant change project 
(see note). In this hypothetical project, there may be in 
volved the following various trades or contracts: —1—De 
molition, 2——Masonry, 3—Electric Work, 4 
Sprinkler Work, 6 
Work, 8 Covering, 9 
Furniture, 11—Interior Decorating; and there 
might be several additional contracts involving such diverse 
specialties as kitchens, pnuematic tubes, escalators, etc. Of 


' Plumbing and 
Heating, 5 Air Conditioning and 
Ventilation, 7 


Painting, 10 


Cabinet ‘Floor 


Vote: The term “tenant change” is used to reter to the 


preparat ion, modernization, or 


rearrangement ol 
any rented space whether the improvements are 
paid for by the landlord, the tenant, or shared. 


JAMES KING & SONinxc 
GENERAL CONTRACTORS 


350 FIFTH AVE. NEW YORK POST NO BILLS 


SIDEWALK SUPERINTENDENTS 


FOR 


A National Business Show Exhibit 


enumerated elements, those involvit 


1B 
represent on the average, about 60 per cent ot the cost ¢ 


these construction 


t 


the entire project, 

Without a general contractor, it will be necessary for 
the architect, the engineer or the owner to secure separate 
bids (4 or 5) from each of the specialized contractors just 
enumerated, Each contractor, and there may be filty or 
sore, must be interviewed and screened, bids checked and 
with each successful 


contracts made 


bidder. Some 


to it that all legal requirements and insurance 


one 
mius:* . 


responsibiliues are met and maintained. Some one must 
schedule and coordinate the work of all the specialized con 
tractors so that the work will proceed in an orderly, chron 
ological and expeditious manner. Some general contractors 
regularly maintain, in their own organizations, crews of two 
or three building trades, such as masons, plasterers, car 
penters, etc. In such cases and to that extent, the general 
contractor can handle projects involving these trades at a 
financial saving to the owner. Some one must keep the 
records of time and materials and authorize the progress 
payments of monies to the separate contractors. Some one 
must see to it that each contractor performs his work 
according to specifications or agreements as to materials 
and workmanship. 

A general contractor can keep a project moving to com 
pletion because the sub-contractors look to him for orders 
and direction, single responsibility. This can be very im 
portant to the owner. Unnecessary delays, caused by con 
fusion, divided authority, poor scheduling, or inefhcrent 
direction (and sometimes these unnecessary delays extend 
over several weeks), can be very costly to the owner, 
Suppese for example, the owner is paying rent in two lo 
cations while construction is in progress. 

These, in part, are the functions of the general con 
tractor. In him is placed the single and undivided respon 
sibility, His experience and intimate knowledge of all 
phases of building and construction, his acquaintance with 
hundreds of sub-contractors, knowing which ones are better 
for what types of jobs, which ones keep promises and can 
be depended upon, his trained organization tor supervision 
and purchasing, enable the general contractor to perform a 


valuable service for the architect, the engineer and the 


owner, 
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A Merry Christmas 


and 


A Happy New Year 


from 


the entire staff of 
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Part 2— 


How to determine switchboard requirements 


TO arrive at position (operator) requirement calls for a 
somewhat different approach. We are no longer interested 
in Holding Time; we must endeavor to establish the entire 
trafic load in all categories and types of calls in order to 
arrive at the total number of work units involved in the 
load, and equate it to the total work units available for 
each operator under various conditions. Sounds difficult 
and confusing, doesn’t it? As in many other cases, the bark 
is worse than the bite. It is little wonder the average lay 

man gives us in despair when such a statement is made. He 
wonders what it is al] about. It is more important to know 
how to arrive at the required number of operating positions 
than it is for the requirement of trunk lines, because of the 
vast difference in cost. In measured areas auxiliary trunk 
lines cost only two or three dollars each. Multiple switch 

hoard positions cost up to $45.00 each and the salary of each 
operator is $200 or more per month, When the above state 

ment is “spelled out” it is quite simple to understand, and 
even more simple to make the study and arrive at intelli 

gent results, Here it is: 


On the facing page is a Table of Coefficients tor Private 
Branch Exchange Switchboards. This schedule shows just 
about every type of call an operator has occasion to handle. 
The column on the right margin indicates the proper co 
efhcient factor to be applied to each type of cali. Many of 
these will never be used as they apply to hotel service and 
other special equipment arrangements. Let us review some 
of the items most frequently used. 


1. This covers an interior call over a manual PBX (Ex 
tension to Extension) or extension to manual tie line. The 
coeficient is .90, Extension or Tie to Repeating Tie (Dial 
system) has a coefficient of 1.10 because it requires a cer 


A consultant on communi- 
cations for more than 20 
years, Mr. Stone is the 
author of Cost Reductions 
in Wire Communications 
(Christopher Publishing 
House, Boston). During 
World War Hl, Mr. Stone 
served as Communications 
Officer on the War Depart- 
ment General Staff. His 
most recent projects in- 
clude acting as consultant 
on telephone requirements 
for General Foods Corpor- 
ation’s “Office of the Year” 
in White Plains. The first 
part of this article appear- 
ed in the Sept., 1954 issue. 


by Roy Stone 


Consulting Engineer on Telecommunications, Babylon, N. Y. 


tain amount of dialing operation according to the type of 

repeating tie line in use. 

2. Incoming calls to Extension has a coefficient of 1.10. 
This is slightly higher than the extension to extension co- 
efficient in the previous case because it is believed that the 
outside party on the Incoming trunk line usually speaks 
somewhat more slowly, and in some cases is hesitant in 
announcing his desires. 

3. Outgoing call to Manual Central Office carries a 
coefhcient of 1.60. There is some lost time on occasions 
waiting for the Central Office operator to answer. ‘This 
coefficient applies in cases when the extension gives 
the number to the attendant, who in turn passes it to the 
outside operator. It will be noted that if the extension 
asks for an outside trunk, in which case he passes the 
number to the outside operator, the coefficient is reduced 
to .90. The PBX operator is not required to wait, she 
merely connects the extension to a trunk and proceeds to 
handle other traffic. Note also, that each of these items 
refers to other items in the Table in which an added coefh- 
cient must be taken into consideration. For example, this 
item refers to 8A in which the operator may be required 
to consult the Exchange Directory to determine the desired 
number, and for this work the coefficient of 4.00 is added. 
It also refers to 9 in which an allowance must be made when 
the extension “hangs up” and the PBX operator must call 
him back when she gets the desired party on the line, for 
which the coefficient of 3.70 must be added. 

This is a good time to direct attention to the “secretarial” 
work many PBX operators are required to perform, such 
as looking up numbers, calling back extensions, and many 
other chores, all of which are detrimental to the service. If 
all of the reference items pertaining to this “secretarial” 
work were added to the original coefficient, it may require 
several minutes to complete each call, in which case the 
operator could handle no more than 20 or 25 calls per 
hour. In short, the more extra duties placed upon the PBX 
operators, the greater the operator and switchboard position 
requirement, and in many cases this will be found to be 
more expensive than it would be to employ secretarial per- 
sonnel for the secretarial duties. The fact that in recent 
years it has been recognized that the duties of PBX opera- 
tors should be confined to handling the traffic, and not to 
secretarial and clerical work, is another reason why many 
of these coefficients are never used. The salaries of opera- 
tors are invariably greater than those of the average clerk, 
and often equal to those of secretaries. 

4. Outgoing calls to a dial Central Office show a coefh- 
cient of 1.50 if only four digits are used to complete a 
number. The coefficient of .10 is added for each extra digit 
comprising the number in excess of four. In other words, 
the coefficient for dialing a 7-digit number would be 1.80. 
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5. An AB toll call is one in which the outside operator 
passes the call directly to another outside operator at the 
distant point, thereby minimizing the delay, such as to a 
suburban area. 

6. The long distance call requires the greatest amount 
of time as compared with any other type of traffic. 6D is 
the category usually applied to these calls and it carries a 
coefficient of 10.00. Note that in either the AB toll or the 
long distance call extra allowance is made for obtaining time 
and charges, ticket work and other items, 

To proceed with the traffic study, let us establish a hypo- 
thetical traffic load for the purpose of arriving at the num 
ber of positions and operators required to handle it. In 
order to make such a study at a switchboard serving a 
manual installation, a separate girl would be 1equired to 
peg count the various categories of calls as the operator 
completes them, if all categories were counted at the same 
time. It is rarely possible to do this because of the relatively 
small number of workers that could make an intelligent 
tabulation. Personnel other than PBX operators must be 
given special training for such purposes. In the light of 
this requirement, the PBX operators can make the study 
by using the Veeder counters recommended for use in 
determining trunk requirements, the only difference being 
that the study will require a longer time to complete 
because only two classifications of calls can be studied at 


the same time. For the first two days the two Veeder 
counters at each position could tab the Extension to Exten- 
sion (Item 1) and the Incoming to Extension (Item 2) 
trafic. The next two days Items 3 and 4 can be tabulated. 
The final two days Items 5 and 6 can be tabuiated, Mak 
ing the study in the designated categories on three different 
occasions will not alter the final results materially. Exper 
ence has shown that the differential is less than 2 per cent. 

Item 7 covering assistance calls can be tabulated sepa 
rately as this traffic is usually the least of any handled. It 
comprises, for the most part, the transfer of calls from one 
(To page 68) 


extension to another. 


TABLE OF COEFFICIENTS—PRIVATE 
Refer Cc 


o- 
Class of Calls Also to — efficient 
1." Extension to Extension—Extension 
or Tie Line to Manual Tie Line 8B to 12 .90 
Extension or Tie to Repeating Tie 8B to 12 1.10 


2. Incoming to Extension (Note A) 8B,10to11 1.10-1.15 
3. Outgoing to Manual Central Office 
ocal Call Passed by Attendant 8A, 9 to 13 1.60 
Local Call Passed by Extension 
(Attendant Connects Trunk) 12,13 90 
4. Outgoing to Dial Office 
A. Local Call Dialed by Attend- 
ant (4 Pulls) 8A, 9 to 13 1.50 
Allowance for Each Additional 


ull. 
B. Local Call Dialed by Extension 
(Attendant Connects Trunk) 12,13 90 
5. AB Toll Call (Attendant Passes or 
Dial) .... 8A,9to 11,13 2.50 
Allowance for Receiving Time and 
Charges 2.00 
6. —“ Distance 
oll Terminal Method—Exten- 


sion Passes... 12,13 .90 
Direct Recording Trunks—Ex- 
tension Passes 12,13 2.55 


C. Via Manual or Dial Central 

Office to Long Distance Re- 

corder—Extension Passes 12,13 3.00 
D. Attendant Records and Passes 

Call to Long Distance Re- 


corder... 11,13 10.00 
Allowance for Receiving Time 
and Charges 3.00 


Allowance for Checking Call- 
ing Party's Name against 
Room Number over Tie Line 
Trunk 4.00 
7. Assistance Calls—Note E 
A. Attempts to Complete 8A, 12,13 3.00 
B. No Attempts to Complete 1.50 


8. Allowance for Directory Work 
A. Reference to Exchange Direc- 


tory (add to Items 3, 4 and 5) 4.00 
B. Reference to P.B.X. Directory 
(add to Items 1 and 2) Note B 1.30 


BRANCH EXCHANGE SWITCHBOARDS 


Co- 
Class of Calls efficient 
9. Allowance for Extension ‘Hang 
Up" (add to Items 1, 3 and 5) 3.70 


10. Allowance for Taking and Deliver- 
ing row pe (add to Items 1 to 
5) Note C 
11. Allowance for Announcing Calling Party to Called 
Station (add to Items 1 to 6) Note D 2.50 
12. Allowance for Ly Work (add to Items 1 to 4, 
6A, 6B, 6C, 
13. Reduction of Indivigival Busy Signals and Idle Trunk 
Indicating (deduct from Items 1 to 7A)... . 10 


Modification for Multiple Line of Trunk Lamp 
Arrangement 


Weighted Coefficients 
All Types of Switchboard Multiplied by 


14. Jacks and Lamps Multiplied Once (2 


Appearances) 94 
15. Jacks and Lamps Multiplied Twice 3 

Appearances) a 
16. Jacks and Lamps Multiplied Three 

Times (4 Appearances). 89 
Notes: 


(A) For Incoming Calls to Extension at Hotel, Department Store 
and similar boards a coefficient of 1.65 should be used 

(B) Whenever calls are referred to a centralized P.B.X. directory 
bureau over tie lines or trunks a coefficient of 5.0 should be 
used. 

(C) A coefficient of 10.0 should be used for taking and de- 
livering messages at Hotel P.B.X.'s 

(D) Both items 9 and 11 should not apply to the same call. 

(E) Item 7 includes intercepted calls, preliminary pulse calls 
attempts to complete busy and don't answer calls, con- 
ference calls, and calls for miscellaneous information for 
which coefficients are not otherwise provided. 

(F) In using this table of coefficients, the following basic busy 
hour engineering loads should be used 


12 or more attendants in team, 245 units 
5 to 11 attendants in team, 230 units 
4 attendants in team, 225 units 
3 attendants in team, 220 units 
2 attendants in team, 200 units. 
1 attendant, 150 units. 
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Commooone 


Members of the Wednesday morning panel. From left to right, Kenneth A. Wulff, 
E. G. Benser, Chairman Matt W. Boz, Dr. Howard Aiken, and Col. G. C. McDowell, USAF 


Kleetronics dominates SPA conference 


THE ELECTRONIC AGE is coming by a process of evo 
lution, not through violent revolution, according to most of 
the speakers at the three-day convention of the Systems and 
Procedures Association of America, held i New York's 
Hotel Commodore trom October 25th through 27th. 

The new wonder machines of which there has been so 
much talk, they said, will not replace people. Instead, they 
will help to relieve workers of drudgery and will free them 
to perform creative work on a higher level. In the end they 
will create jobs, just as technological advances of the past 
have always produced new needs, new businesses, and new 
jobs. 

But these changes, they agree, will come about slowly, 
allowing time tor people to adjust to them, and because 
human beings will remain a vital force in business, manage 
ment will continue to be faced with the need for sound 
human relations policies. “Change is inevitable and so are 
the resulting employment adjustments at the growing edge. 
Equally important, however, is the corollary that the ad 


justment has always been successfully accomplished.” ‘These 


remarks were made by Devereux C. Josephs, chairman of 
the board of the New York Life Insurance Co., in the course 
of his address during the session on October 27th, 

Mr. Josephs’ speech was in many respects a summary of 
the entire conference. In it he concerned himself with the 
general picture as business looks into the electronic age. 
Said he, “When articles on our new machines are published 
in lay magazines and in the Sunday supplements, there be 
gins to be a good deal of loose talk and careless thinking 
about what these new machines can do, and what they may 
do to people and their jobs. For example, the announce 
ment of this conference speaks of ‘the vanishing office.” Of 
course, you and I know that this expression is our own code 
But the lay 
man, who does not understand what is going forward, 
might wonder whether clerical work will be abolished en 


word for only a certain phase of office work. 


tirely.” 

Mr. Josephs then quoted several excerpts from publica 
tions that have appeared since the war which seemed to 
promise that automation would produce large-scale unem 
ployment, economic distress, and “an impoverishment of the 
quality of human life” which would rob it “of opportun 
ities for individual creation, for pride of workmanship, and 
for sensitive qualitative discrimination.” 

To these critics, the speaker answered, “I cannot subscribe 
to either of these two rather extreme points of view, no 
matter how many examples are set forth in regard to the 
limitless possibilities of our new machines and the disloca 
tions Which they will bring—as though disorder were in 
evitable. Only change is inevitable. Disorder need not ac 
company it. 

“Man is an adjustable animal provided he is given time. 
Always there is the fear that we will be too rigid to meet 
the new, the untried, and the unknown. You have seen 
within your own experience how baseless is this fear.” 
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Mr. Josephs listed six main ideas which he considered im 
portant both to management and to those who actually oper- 
ate a machine or system: 

“(1) Top management must work hard to create an 
atmosphere of receptivity to change. It is important to make 
change, or, more accurately, the consideration of change, 
fashionable. 

“(2) The attitudes of top management are most impor 
tant. Indeed, they are controlling. Think of new machines, 
systems, and techniques not as the reduction of the number 
of employees, but as the opportunity to release hitherto un 
used talents for work at a higher level. Think of the stimula 
tion which will come from upgrading jobs above mass rou- 
tine operations. Top management must encourage innova 
tions by giving recognition down the line to all who are alert 
to suggest them. Effective changes are not made by execu- 
tive edict. 

“(3) A procedures department should be established and 
given an open-minded hearing by the old-timers who have 
had responsibility over the years for routine operations; and, 
equally important, the views of the old-timers must be in- 
vited and thoughtfully considered. 

“(4) A procedures department is an aid. It definitely is 
not a substitute for thinking by heads of operating depart- 
ments who have the ultimate responsibility for doing a more 
efficient job. 
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Registrants examine latest office equipment at booths of exhibitors 


APERWORK 
AANAGEME 
W THE WAY 
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Rear Admiral R. H. Hillenkoetter, USN, opens the Navy's 
paperwork management exhibit, as SPA President Charles 
C. Chase looks on 
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Scene in the grand ballroom during the opening session 
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“(5) Timing is an important consideration in making 
changes. A program must be planned in advance, starting 
at a propitious moment with plenty of time provided for 
thorough development and staff preparation. 


“(6) Personnel specialists and tested techniques are im- 
portant in personnel practice, but each manager, superin- 
tendent, and supervisor must be equally alert to the part 
which he must play. Effective dealing with people is an 
indispensable part of the job of everyone in management. 
Remember above all: machinery and people are not inter- 
changeable.” 


The conference consisted of two main parts. The main 
lecture series was given in the grand ballroom of the Hotel 
Commodore, while a series of small groups met simul 
taneously in seminar discussions on various specialized sub- 
jects. 

To begin the conference on October 25th, Charles C. 
Chase, an executive of the Harshaw Chemical Co., of Cleve- 
land, and president of the Systems and Procedures Associa- 
tion, welcomed the conferees and introduced the keynote 
speaker, Herbert O. Brayer, associate editor of American 
Business. 

Mr. Brayer set out to expound on the thesis that Mr. 
Josephs was later to summarize on the final day of the con- 
ference: in spite of the excitement and glamour treatment 
given the new electronic brains by the press, business must 
approach the electronic age cautiously, “with both feet on the 
ground.” Progress, he said, is after all not new in the 
office, In spite of unfavorable comparisons which are some- 
times made betwee= progress in streamlining the factory 
and in modernizing the office, Mr. Brayer said, progress 
in the office has been as marked in its own way as it has 
been in the factory. Office procedures, he pointed out, can- 
not be streamlined in the same way one might streamline 
the production of nuts and bolts. There has been a great 
deal of emphasis on production in the past. Management 
has been concerned with this. It has been forgotten, he 
added, that increased effectiveness in the factory and in the 
sales force is a reflection of increased effectiveness in the 
office. 

The speaker continued by observing that management 
had become so preoccupied with automation in the factory 
that it had neglected the office, often forcing office personnel 
to operate with obsolete equipment. It has been a notable 


(To page 34) 


Conferees attending one of the thirteen seminars held concurrently with the main lecture series 
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Middle management is the key 


by Carolyn N. Nelson 


Assistant Secretary, Mutual Trust Life Insurance Company 
(Based on a speech given before the Office Management Association of Chicago) 


WHAT IS middle management? It is that group of indi- 
viduals who have both executive and administrative re- 
sponsibilities, and supervisory duties as well. These people 


are department and division managers or their assistants; 
office managers; executive assistants; junior officers. The 
important thing is not what their titles happen to be, but 
rather, the nature of their responsibilities—their functions 
in the organization. 

Why do we say that middle management is the key? 
The key to what? This group of men and women is ac- 
tually the center of all operations—the ones to whom top 
management looks for performance, the ones to whom 
subordinates look for direction. Middle management is the 
key to two main doors: the door to greater profits through 
more efficient work; the door to progress through careful 
planning. These two keys can fit the door that leads to 
the president’s office. 

In order that the key will open the doors, middle man 
agement must please everyone—from the beginning typist 
to the chief executive. This is a tough assignment. It re- 
quires many capabilities. For we all know how difficult 
it can be to satisfy top management, and at the same time 
keep things running smoothly among our subordinates. 
Yet, it is impossible to accomplish one without the other. 

Let us consider Mr, Parker as a representative example 
of successful middle management. He is a junior officer of 
his company, and he heads a division of 30 office people. 
In his job, he is the liaison man between top management 
and clerical employees. His activities are many and varied. 
He is a specialist in much that he does. Whether he is 
dealing with his superiors or his subordinates, he is an 
expert in three fields: 

First, he is a human relations expert. The most impor- 
tant thing is people—employees are a company’s greatest 
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asset. Mr. Parker knows that good personal relationships 
are essential, regardless of what he is doing. He knows 
that morale, like the weather, can be good or bad, but it is 
always with us. So he concerns himself with maintaining 
the highest possible esprit de corps in all dealings with his 
associates. He realizes this is more than just being nige. He 
knows that successful human relations depend upon all of 
the factors: people, ideas, interests, materials, and obliga- 
tions. 

He is loyal to his superiors; and he is loyal to his sub- 
ordinates. Yet, he cannot afford to be two-faced. Some- 
times this is next to impossible, but Mr. Parker does play 
fair. He avoids office politics; he avoids office gossip. 

Then too, Mr. Parker is a salesman. His product is him- 
self. He is “selling” himself to top management as he 
performs his duties and carries out his responsibilities. He 
is “selling” his ideas to his superiors. He is “selling” his 
leadership ability to his people. In addition, he is “selling” 
management's ideas to those in his division. And, he is 
“selling” his employees on the importance of their particu- 
lar jobs to the over-all success of the company, 

Third, he is a public relations expert. In the eyes and 
minds of his division, Mr. Parker is the president; in fact, 
he is the company. Therefore, he is educating his em- 
ployees, telling them about the company and its products. 
He is interpreting company policy and philosophy so that 
they, too, fee] essential. 

Outside of his work—in civic affairs, trade associations, 
community projects—his company affiliation is known. He 
represents the organization in everything he does, Others 
form an impression of the company by his actions and 
comments. Mr. Parker realizes the significance of his pub- 
lic relations responsibility. 

Now let us analyze Mr. Parker’s work in terms of the 
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two keys: prolits and progress, Many times it is difficult 
lo separate these functions, but there are certain aspects of 
his work that fit into one or the other of the two. 

First, profits. In this phase of his job, Mr. Parker is the 
means by which orders, directives, and policies are person 
alized. He is most concerned with performance. His pri 
mary objective is to lead his group to do their best work, 
in the most efficient manner, 


He is a training director, when any new procedure is 
introduced in the division. Also, “on-the-spot” training is 


constantly necessary in order to keep the work on schedule. 
For example, when both the voucher typist and her regu 
lar substitute are absent, the work must still be done. So 
perhaps one of the stenographers is quickly put to the task, 
and he explains the routine, showing how vouchers are 
prepared. Mr. Parker does this type of training frequently, 
just as some of you may have experienced the same thing. 

Incidentally, he may be called upon to be a machine re 
pairman, ila piece ol equipment gets temperamental ata 
crucial moment. 

In addition, he is sometimes a letter-writer, a mathema- 
tician, a bookkeeper, a posting clerk, a file clerk, and every 
once in a while, he is a typist. 

Mr, Parker is often a personnel director. He knows the 
company’s personnel policies. He knows how to answer 
his employees’ many questions involving these rules. It 
can be very embarrassing when an employee asks you how 
many days’ vacation she has after 74% months on the job. 
You tell her a week, and then later you discover that she 
would only have 34% days with salary. So you talk with 
her again, admit as tactfully as possible that you were 
wrong in the beginning, but assure her that she can have 
the other day and a half on her own time. Perhaps all of 
you can remember similar situations when it was difficult 
to “save face,” and neither you nor the employee were very 


happy. 


Mr. Parker is many times a father confessor, as he listens 


He serves, too, as chairman of an operating committee . . . 


to personal problems and suggests possible solution. These 
problems may seem small and insignificant to him, but 
they are nonetheless very important to the individual ask- 
ing for help. 

One of his responsibilities as a junior officer is planning 
for progress, both for the company and for himself. During 
these busy days, we are so concerned with getting a job 
done that there seems to be little time left to look ahead 
to plan more efficient operations; to help develop new com- 
pany policies; to see where we are going. However, Mr. 
Parker is an example of successful middle management, 
and he does find time, or perhaps he makes time, to think 
about the future, 

Thus, he is a methods analyst or systems expert as he 
works on new procedures to suggest to his superiors. He 
knows the most up-to-date mechanical devices that can be 
used in his new system; so he is also a business machines 
expert. 

Working on ways to increase efficiency, without increas- 
ing costs, gives Mr. Parker the added talent of a cost ac- 
countant. He knows the approximate cost of his division’s 
operations. He is anxious to devise means of economizing 
without sacrificing quality. 

Keeping management informed is his responsibility. 
Thus he is a reporter, or recorder. He knows the president 
wants reports in the form of graphs and charts. But his 
immediate superior prefers narrative style memoranda. He 
prepares his material accordingly. Mr. Parker knows the 
importance of improving operations and organizational re- 
lationships. If he does not have the authority to deal with 
certain situations himself, he goes to his superiors with 
suggestions or requests, He is a communications expert, 
because he knows how best to present his ideas—some may 
be in written form, other times he may discuss them in 
conterences, 

Mr. Parker serves as chairman of an operating committee. 
He is a good chairman and leads successful, short meetings. 
He attends other meetings to discuss inter-departmental 
procedures, administrative problems, or company policies. 

Personal progress means that Mr. Parker must be a 
talent scout. He is developing subordinates, so that when 
he is considered for a promotion, top management knows 
someone is there to fill his shoes. This means, too, that he 
is constantly on the look-out for capable people, both in his 
division, and elsewhere. Disraeli said, “The secret of success 
in life is for a man to be ready for his opportunity when 
it comes.” Mr. Parker is ready. 

Don't you agree that Mr. Parker is an extremely busy 
man? From a machine repairman to a committee chair- 
man—within the space of an hour or perhaps even less time 
covers most of the phases of business procedure. Mr. Parker 
goes from one job to another—or he may be performing 
several at the same time—with varying demands on_ his 
talents. He possesses flexibility, without which success is 
questionable, 

You may think Mr. Parker is Mr. Superman, because 
you think no human being could possibly do so many 
things, and do them well; but many Mr. Parkers do exist 
in our companies, They are opening the doors to greater 
profits; they do have the key to business and personal prog- 
ress. 

The Mr. Parkers of today are the presidents of tomorrow. 
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AMA conference 


(From page 17) 


Mr. Hamilton said, “indicate that work sim 
plification is definitely becoming a way of life for us. More 


“Results,” 


of our people are cost conscious and are looking for ways 
to provide better service cheaper.” 

Work measurement is a logical sequel to work simplifi- 
cation, Mr. Hamilton said, since it is a reliable indication 
of how much improvement has been accomplished by work 
simplification. His company again depends heavily on em- 
ployee and supervisory participation for the success of its 
measurement program: time standards for various opera- 
tions are developed from precalculated data by specialists, 
who then train selected employees in the use of these data. 
From that point on supervisors and workers actually do 
the work measurement job. 

Productivity improvements have made it possible for the 
Farm Bureau Insurance Companies to operate with a de- 
creasing salary per policy in force while at the same time 
Rule, 
vice-president and secretary of the Companies, said in the 
third presentation on the panel. 


increasing average salary per employee, Elmer A. 


“We are spending considerable time in working on 
various possible incentive programs,” the speaker declared. 
“We want to increase the amount of pay to employees 
on the basis of their contribution to the company’s welfare. 
At the same time we desire to minimize the amount of pay 
based solely on length of service. We emphasize cash for 
work and idea productivity, and security and fringe benefits 
for length of service.” 

Another technique used in increasing productivity, the 
speaker said, has been division of the company into 14 
regional units, in each of which management and clerical 
workers’ pay progress is measured by the efficiency and 
economy with which the unit gets its work done in com- 
parison with other regional units. 

Recent morale surveys have shown that morale is higher 
among the decentralized units, than it is at the main office, 
Mr. Rule declared. 

Primary emphasis throughout is put on people, even at 
the expense of methods. “A good procedure that is not 
understood by a clerk may be less economical than a poorer 
procedure that ts understood and accepted by the clerk who 
will use it,” he said. 


The final panel speaker told the conference audience that 


the possibilities of electronic mechanization are “beyond 


any question the most dramatic development in office pro 
cedures in many years,” and that office executives have never 
had such an opportunity to increase clerical productivity. 

James R. Wilson, management engineer, Engineering 
Service Division, E. I. du Pont de Nemours and Co., said 
that du Pont’s experience with integrated data processing 
by means of five-channel punched tape sent over a leased 
wire teletype network has enabled the company to have a 
complete sales and inventory picture for all sales in every 
sales office across the country in report form at the Wil 
mington headquarters by 8 a.m. the next morning. 

Some problems have been created through the application 
of electronics, Mr. Wilson conceded: personnel need addi 
tiona! training; integrated data processing is apt to cut 
across department lines, and organizational groups may have 
to be changed as a result; a procedure once designed as an 
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Chart used at conference illustrating Master File Run 
Premium Billing Procedure, Franklin Life Insurance Co. 


integrated application must be tightly controlled, so that 
necessary changes can only be made at a high level. 

United States Rubber Co, cut expenses more than 32 per 
cent through a four-year cost reduction program, H. M. 
Kaiser, ofice manager of the Tire Division, reported in the 
first talk of the afternoon session on the 21st. 

Dollar savings amounted to $1,962,682 a year, and it was 
possible to reduce staff from 2,299 to 1,438, he said. 

Describing the evolution of the cost reduction program, 
he said that the first large reductions came through improve- 
ment in management and supervision, Methods improve 
ment followed: order entry and billing operations were put 
on electric tabulating machines; timekeeping, extension, 
rating and percentage calculations, finished goods inventory 
dollar records, and a variety of accounting distributions were 
also applied to tabulating equipment, 

His company is now considering possible application ot 
electronic data processing equipment to accounting fun 
tions, raw material planning, scheduling, and finished goods 
control, Mr. Kaiser said, 

Work simplification procedures were emphasized again 
by the second speaker of the afternoon session, Edmund 
J. Conway, management services director, New Holland Ma 
chine Company Division, The Sperry Corporation 

Sperry, too, trains its workers and supervisors in work 
simplification techniques, and has found that their sugges 
tions have made a major contribution to the company. 
Some of the ideas offered by participants in the Sperry 
work simplification courses are: 
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“Everyone in the organization has some management responsibility. 


Handwriting many internal reports rather than typing 
them. 

Eliminating acknowledgments of orders for spare parts, 
since these orders are filled within 24 hours. 

Classifying material before entering it in central files, 
thus reducing the number of pieces microfilmed. 

Using test checks on expense reports and vendors’ in 
voices, rather than a 100 per cent check. 

Efforts to make supervisors more cost-conscious are not go 
ing to succeed unless their superiors make it clear at all times 
that they are concerned about costs and expect the super- 
visors to keep them down, Dr. Floyd C. Mann, assistant 
program director, Survey Research Center, University of 
Michigan, said in the last talk of the day, 

A second vital factor in the degree of importance super 
visors give to cost reduction is the degree to which respon 
sibility for costs is delegated to them, he continued. Super 
visors who are given a high degree of latitude in deciding 
how to spend the money budgeted to them are the ones 
most concerned with keeping costs down. 

Research studies at the center also showed that the super- 
visors who are most aware of costs are also most alert to 
the absence and production records of employees under 
them. This does not indicate that such supervisors are 
“slave drivers,” however, Dr. Mann reported. 

The studies suggest some reallocation of budget decision 
powers, the speaker continued. 

The third and final day of the conference opened with 
assurances by J, Douglas Elliott, superintendent, Customers 
Billing Department, Detroit Edison Company, that the 
completely automatic office composed entirely “of 
and shapeless machinery” will never materialize. 

There will always be people in offices, and those people 
will be even more important in the future than they are 
now because electronic office machines are more dependent 
on people to tell them what to do than standard machines, 
he told the conference audience. 

“Electronic machines must be led, figuratively speaking, 
by the hand, and told every move to make,” he declared. 
“Fortunately, though, they need be told only once.” 

The speaker also contradicted what he termed three other 
basic misconceptions: That highly specialized technicians 
will be needed to operate the machines, that workers will 
lose their feclings of individuality because their jobs will 
be reduced to dull, repetitive work, and that large reductions 
in personnel will follow installation of electronic equipment. 

There will be some displacement of workers, he declared, 
primarily in the less skilled office categories, but it will be 
considerably less than most office executives anticipate. 


sexless 


There will, however, be a considerable amount of shifting 
of jobs within the organization as procedures are changed 
to prepare the concern for electronic equipment. 

The second speaker at the final morning session pointed 
out that the office must perform its work in a way that will 
reinforce the sales effort: it should build every procedure 
so that the best kind of service is rendered to the trade, mer 
chandise is delivered as required, and every contact of cus 
tomer with office builds good customer relations. 

The speaker, I. J. Berni, manager, District Office Serv 
ice Department, the Procter and Gamble Company, also 
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said the office should make every effort to relieve sales per 
sonnel of as much paper work as possible, and is responsible 
too for seeing that sales has all the information needed— 
at the time needed—to do its selling job efficiently. 

In order to achieve these objectives, Procter and Gamble 
makes use of “control by the rule of the exception,” Mr. 
terni reported. Thus, every clerk in customer service reports 
at the end of each day work uncompleted that day. 

This procedure serves a triple purpose, according to Mr. 
Berni—it stimulates the clerks to get all work completed 
each day; it enables management to channel in additional 
clerical help if a bottleneck is developing; and it prepares 
sales to answer complaints if work is delayed. 

The last speaker before the concluding luncheon at the 
conference, Malcom F. Hood, assistant secretary, Connecti- 
cut General Life Insurance Company, said that he and his 
company believed any new office building should embody 
features which make it outstanding as a drawing card for 
quality employees. Connecticut General will do this in its 
projected new suburban office building by making its din- 
ing facilities “outstanding in every sense.” The dining area 
will be a building separate from the main office building, 
cantilevered out over a reflecting pool. Glassed-in on three 
sides, it will seat more than 800, and will provide both 
cafeteria and table service. 

Connecticut General believes it has also planned its 
building to operate efficiently in 1956, when it will first 
be occupied, while still providing for cight-to-ten years of 
built-in expansion space, This was achieved by using two 
independently-conducted studies, one of which projected 
space needs as all executive officers saw them for various 
future dates, and the other of which studied and projected 
sales volumes; assets growth, personnel increases, premium 
income, etc. 

The final luncheon session of the two-and-a-half-day con- 
ference had H. Bruce Palmer, President, the Mutual Benefit 
Life Insurance Company, as speaker. Stressing the primary 
importance of human relations in any business, govern- 
mental or community undertaking, he warned manage- 
ment executives not to “withdraw their egos” from human 
problems, and said that stimulation of the creative activity 
of human beings is the real test of leadership. 

Company presidents are, in the last analysis, employees 
themselves, and should regard every other employee's prob- 
lems as their own, he said, in criticizing the traditional 
distinction between “management” and “employees.” 

“Everyone in the organization has some management 
responsibility,” he continued, “Actually, the two groups 
are one atid the same thing and there is no reason for them 
to have conflicting goals.” 

He recommended that every company president make it 
a point to become familiar with every department and every 
individual in his organization. “Employees,” he said, “ 
everyone in the company to be approachable. 


want 
They want 
skillful guidance from their supervisors, and from man 
agement they want fairness, helpfulness, friendliness, sym 
pathy, generosity, and enthusiasm for clearly defined com 
mon goals. To channel the potential enthusiasm, ability, 
and inspiration of people toward the company’s objectives 
is business’ challenge.” 
December, 


1954 OFFICE MANAGEMENT 


tie! i Es) te ea (pag ee {oe ee a a. See ee . _ at sf » 
aa _ ae a : ‘ : ' ; S ———o — . => 
ani Ch tecgr Ge eh ‘ant Spe 
LL LL LS Sn LTT 
. 
P ° 
7 - 
ih Be 7 is ‘ — 3 ca oa cte pa ae yao Se Sets koe We ae 
4 med i = ee J Ramee ee — aa a < S ~e Jonaanraiae | am * ag cia hee ee = 
aie ee) ellie a Pa ae ee, ae Oe: Ss SS Fee : ED. | 2 co z 
Sa oS ere a. ‘in %, ee: cape fa. fee oe 
' > ; $ =, oe a a : ee, z " ect. ae Saat = ake Nek aes ; or ue | % 
: eet ee ee ee von nee omar * is (ee are ee 
eh aad Pee a RY a cS Ce eee ee ee “SS aa ore. ic | Sa (Se — a OL GE yt cea 


New . 


pictorial 


: 
: 


The pictures on this page show the _ ors 


new office building recently opened by 
The General Fireproofing Co. at its 
plant site in Youngstown, Ohio. 


In a building made cheerful by the 
use of bright pastel colors and fluores- 
cent illumination, General Fireproofing 
has used its own furniture. 

Shown at the top is the office of the 
president, where the manila tan finish 
of the desk contrasts with the redwood 
paneling of the wall and the green of 
the carpet. At the left, above, is the 
reception lobby, decorated with walls 
of light green and flame and with a 
carpet of red and green. Iinmediately 
above is a view of the building's ex- 
terior; the entrance has a flagstone 
patio under an anguiar canopy and the 
sidewalk is provided with radiant heat 
ing pipes to melt away the winter's 
snow. At the left are the general sales 
office, decorated in dark green, light 
yellow, flame, and beige, and the meet 
ing room. The building was designed 
by Kling & Frost, Youngstown archi 
tects. The general contractor was Jo 
seph Bucheit & Sons. 
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ALCOA— 


(From page 14) 


coming through from any given sales office, the others (if 
no plant allocation, for the order has already been made by 
the local sales office) are sent to the Product Planner. The 
Product Planner allots the order to a particular plant, and 
designation of the plant selected is made on the “Ship 
From” block of the Sales Order form. One copy of the 
order is kept by the Product Planner, and the remaining 
two forms of the original set, now carrying the name of 
the plant designated to fill the order, are sent on to the 
Tabulating Department of the Production Planning Divi 
sion, and to the Teletypewriter room, respectively. This 
enables Tabulating to prepare punched card records for 
incoming orders almost as soon as they are received, and 
thus prepare analyses and reports much faster than was pos 
sible under the old system. 

The Teletype Copy returned to the Teletype Room is used 
to identify the tape from which it was made by serial num 
ber, and the tape is then held with other orders allocated to 
the particular plant, until the plants notify Pittsburgh that 
the proper forms have been placed in their receiving tele 
At that 
point, the process originally carried through between sales 


typewriters, and they are ready to accept orders. 


office and headquarters is repeated: the coded tape in the 
teletype room in Pittsburgh transmits all the information 
on the Sales Order to the receiving teletypewriter at the 
designated ALCOA plant. The “Ship From” information, 
added manually to the Pittsburgh copies of the sales order 
by the Product Planner, is added at the transmission point 


in Pittsburgh by a separate and permanently filed Lape 


which precedes the individual order tape on the sending 
teletypewriter. The sending teletypewriter in Pittsburgh, 
even while transmitting the coded information to the al 
lotted plant, is making a final five-part set of Sales Orders 
lor use in the Pittsburgh headquarters. These copies, of 
course, carry all the information entered from the sales 
office, as well as the complete name and location of the 
plant receiving the order, 

At the plant receiving the order, the teletypewriter acti 
vated by the coded message coming in from Pittsburgh 
writes the Sales Order on a five-part continuous form, the 
first part of which is a black spirit duplicating Plant Master. 
This master can be used to produce the various information 
copies of the entire order needed for various plant depart 
ments, and also, through the use of blockouts, to print spe 
cihe information from the master on numerous other forms 
needed for various functions within the plant. These forms, 
of course, were re-designed to synchronize with the Sales 
Order. 

As a result of this procedure, paperwork that used to take 
two to four days in getting an order to the producing 
plant has now been reduced to a few hours. 

Within the plant, preprinted forms for package identifica 
tion and shipping tags are identical in arrangement of data 
with a section of the sales order, This permits these forms, 
too, to be prepared either from the tape created at the time 
the order came into the plant, or from the Plant Master. 

Only after the order is packed and ready for shipment is 
a new form created manually for the first time since the 
original sales order was typed on a Flexowriter in the sales 
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A copy of the Sales Order and a summary of mate 
rial to be shipped are given to a typist, who then prepares 
an Invoice Master and Shipment Manifest, Tape ts not cut 
at this point, but the first part ot this form is again a black 


office. 


spirit duplicator master, which can be used to create all 
necessary copies of the invoice. The other three sheets of 
the form serve as manifests: one for loading, one as a 
customer copy to accompany the shipment, and one as an 
extra copy available for the customer 1 he wishes it. 

sut the processing of the sales order is not complete here. 
It works in reverse too, from plant to Pittsburgh and to the 
sales office in which any given order originates. Thus, each 
plant cuts tapes each morning for two lists of shipments tor 
the previous day—a “Daily Shipment List,” which goes to 
the individual sales office concerned, and a “Daily Report of 
Shipments,” which goes to Pittsburgh. In large plants with 
tabulating equipment, a card is punched for each order item 
shipped, and in these works, two five channel tapes are 
created by card-to-tape machines. In the other plants, the 
tapes are created by Flexowriter, just as the original Sales 
Orders are in the sales offices. 

The Daily Shipment List, received in every sales ofhe: 
early on the morning of the day after shipment is made, 
has obvious benefits as far as customer service is concerned, 
and reduces the need for telephone and telegraph inquiries 
regarding shipments. The Daily Report of Shipments is 
received in Pittsburgh on a teletypewriter which produces 
a tape and three copies of a continuous form, The typed 
copies serve the needs of the Production Planning Division, 
and the Accounting Department; the tape produced is used 
to punch cards for machine accounting purposes. There the 
process, long in detail, but miraculously short in time, that 
began when an order was first typed in a sales office, ends 
at last. 

The significant thing about the ALCOA system, which 
has been in full operation for some months now, is not its 
complexity—it is, actually, like any other system improve 
ment, a simplification—nor its scope: it 1s the fact that the 
whole procedure was designed and has been accomplished 
with existing machines and equipment. Nothing has had 
to be specially designed, except the forms used within the 
system. ALCOA, instead of waiting for a bright dawn 
when a complete integrated data processing system was of 
fered to it, went ahead on the basis of what is available now. 
The results have been everything that was hoped for, even 
though the company officials responsible for planning the 
new system did not attempt to evaluate in minute detail 
everything that would be accomplished under the system. 

The ALCOA philosophy of systems improvement can be 


expressed this way: (To page 66) 


Although the products of a great many equipment 
manufacturers have been used in the integrated data 
processing system designed to speed ALCOA’s cus- 
tomer order procedure, the bases of the system are 
Commercial Controls Corporation’s Flexowriter—an 
electric typewriter capable of reading five-channel 
tape and of creating such tape as a by-product of 
typing—and the continuous forms evolved by the 
Standard Register Company, in co-operation with 
ALCOA, which makes possible precision alignment 
of detailed information, automatically typed on 
similar forms at sending and receiving points. 
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A LL-ST > 7 i the complete line of 


Quality Office Equipment 


Complete line of blueprint cabinets—o size 
for all standord size drawings. 


Over 36 styles and sizes of Storage, 
Wardrobe and bination Cabinet 
3485 Combination Cabinet shown. 


ome 


@ emer 


6276 Panel Leg Table—Seven sizes of of- 
fice and conference tables embodying the 
same modern design and convertability 


‘oa a 


BETTER BUILT FOR BETTER BUSINESS 


ASE Office Furniture is modern, beautifully designed and 
provides greater efficiency and production. Let your 
Dealer show you the many exclusive advantages of ASE 
Steel Office Furniture —Interchangeability of desk 
drawers — Convertibility of desk and table tops — 
Lifetime nylon bearings and rubber cushioned stops on 
drawers afford smooth, quiet operation — Tapered 
pedestals and island bases provide more foot room — 
Lasting, lustrous Bonderite finishes — And many more 
advantages that make ‘ASE Office Furniture your best buy! 


5401 Four Drawer Filing Cabinet—a style 
and size to meet every requirement. 


@ DESKS and TABLES @ STORAGE and WARD- « COUNTER SECTION 
@ FILING CABINETS ROBE CABINETS EQUIPMENT en ee ee ae ee 


, @ UNIT ROBES @ BLUEPRINT FILES CARD FILES 
KEY CABINETS 
CLOTHING LOCKERS 
OFFICE CHAIRS 
POSTURE CHAIRS 


ALL-STEEL EQUIPMENT INC. FR 


@ UTILITY RACK 
ASE Swivel, Side ond Posture Choirs 
Modernly Designed. Styled for beovty, 
44 GRIFFITH AVENUE + AURORA, ILLINOIS comfort and efficiency. 
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SPA 


conterence 


(From page 26) 


failure of ce personnel, he added, that they have sot 
proved to management the importance of what they were 
doing. They have failed to adopt the language which 
really motivates management. 

Following this keynote message, John B. Joynt, manager, 
Administrative Engineering Department, American Enka 
Corp., spoke on “Systems and Procedures, A Top Manage- 
ment Responsibility.” Mr. Joynt said that his company 
does not use the phrase, “systems and procedures.” Instead, 
it describes these functions under the heading, “administra 
tive engineering.” This, he said, gives the function added 
breadth and depth, and accords it wider prestige. 

The speaker discussed a series of qualities he considered 
important in the philosophy of management. It is impor- 
tant, he said, that management plan its objectives, that u 
create a balanced organization, that it establish sound poli- 
cies and procedures, that it acquire qualified personnel and 
adequate facilities, that it set up comprehensive performance 
standards, and that it make an effective appraisal of its 
results, 

Management, he added, often does not know anything 
about systems and procedures, In fact, he said, one of the 
major reasons for executive turnover is the complacency of 
top management. 

The third speaker of the first morning session was Dr. 
Andrew Vazsonyi, head of Management Sciences Research, 
The Ramo-Wooldridge Corp, of Los Angeles. Dr. Vaz 
sonyi's subject was “Operations Research.” 


Dr. Vazsonyi predicted that during the next few years 
the scientists would be able to develop many practical appli 


cations of mathematics to business problems. The elec 
tronic computer, he added, could be of tremendous value 
to business. And the whole science of operations research 
could do much to help business. In answer to a question 
from the floor, he commented that it was not just big busi 
ness that could benefit from the scientific approach; smali 
businesses can gain much, although they may be handi 
capped in some cases by not having the resources to set 
up an adequate program. 

The afternoon session was devoted to discussions on the 


Appearing at the Tuesday morning session were (I. to r.) 


speaker Edmund Dwyer, Emmett J. Leahy, Delbert Stubbe 
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control of clerical costs, work simplification, and job en- 
largement. 

The first of these subjects was treated by Willard F. Mc- 
Cormick and John E, Bradley, both of the firm of Cresap, 
McCormick & Paget, management consultants of New York 
and Chicago. 

Mr. McCormick, speaking first, defined three principal 
areas in which systems work could be accomplished: (1) 
work elimination, (2) work simplification, and (3) work 
measurement and personnel utilization. Work elimination, 
he said, included many things, such as reducing the number 
of copies to be made of a given report, eliminating reports, 
and destroying useless papers instead of filing them. 

Work simplification, according to the speaker, has been 
helped by developments initiated by the various industries 
supplying the office. Research and development work by 
manufacturers has generally disposed of the need for an 
engineer to design his own equipment. Further, he said, 
the gap between work simplification accomplishment in the 
office and in the factory appears to be closing rapidly. In 
time, progress in the office may even surpass that in the 
factory. 

Mr. McCormick felt that the possibilities of work meas 
urement and personnel utilization have not been explored 
as fully as they might. In order to show how a project in 
this field might be carried out, he then called on Mr. Bradley 
to describe a case history. 

The company chosen for illustrative purposes was a large 
distributing organization with national operations. Its paper 
work problem was a big one, By way of defining levels of 
authority and responsibility in carrying out the work meas- 
urement program, management was considered to be operat- 
ing at three levels: headquarters management, including the 
staff organization responsible for systems and procedures; 
district headquarters, responsible for supervising the various 
branches; and branch management, responsible for carrying 
out policies developed on higher levels. The particular proj- 
ect chosen for illustration was a payroll problem. 

It was first necessary to plan the project on a national 
basis, assigning responsibilities as appropriate. Having de- 
termined the scope of the undertaking, the first step was 
to establish nationally uniform operating methods and pro 
cedures. The speaker commented that too much emphasis 
has been placed on methods analysis and not enough on 
work measurement. In this project, work measurement 
was considered to be a fundamental. 

In measuring work output, the standard of a fair day's 
work was set up, allowing fifteen per cent of that time for 
rest periods and other interruptions, and considering that 
output should be based on a steady but not excessive pace 
during time worked. The work output so determined was 
assigned a rating of 100 per cent, as a basis for comparison. 
Allowances were made to account fairly for activities which 
could not be performed at a steady rate throughout the day. 
Where work was variable in its nature, standards were 
made to relate to time required for the job, or to units of 
work accomplished. Standard procedures were also set up, 
and other standards were devised to measure quality, includ 
ing accuracy, of work. On the basis of pilot tests, it was 
decided that the standards so determined were reasonable 
and could be counted on to provide useful information. 
Moreover, since the same standards were to be applied na 
tionally, all branches would be judged on the same basis. 

Performance figures were related to dollar sales volume. 
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Conference registration of nearly 1200 made it largest SPA meeting ever held 


Eventually a correlation could be shown between the sales 
volume at a particular branch and the number of man 
hours that would normally be required tor the operations 
of that branch. Standard figures having been established, 
it was thus possible to determine which branches were not 
performing up to standard; the operations of those branches 
could then be examined to learn what corrective action 
needed to be taken. 

This project was explained in considerable detail, and it 
was pointed out that the results obtained made it possible to 
determine the most efficient utilization of personnel. Fol 
lowing Mr. Bradley's explanation, Mr. McCormick sum 
marized by stating that this approach constituted a sound 
method of eliminating and simplifying work, in contrast 
to the habit, indulged in by certain executives, of simply 
issuing an edict that clerical work must be cut by a specified 
percentage. The latter method, since it is not based on any 
actual knowledge of operations, cannot be expected to 
produce satisfactory results. 

Roy W. Rix, general supervisor of the Work Methods 
Section, The Cleveland Electric Illuminating Co., then pre 
sented a paper entitled, “Work Simplification Is Participa 
tion By Everyone.” Mr. Rix defined work simplification as 
“a methodical, scientific analysis of men, materials, methods, 
space and equipment used in the performance of all opera 


tions. It is nothing more than a common sense method for 


the elimination of all forms of waste, particularly the waste 
of human energy and human effort.” 

The speakcr expressed the conviction that work simplifi 
cation programs, to be successful, must be participated in 
by everyone in a company, and that that participation must 
be on a cooperative basis, He said, “The waole philosophy 
of work simplification is based on this one point, that the 
man on the job knows more about his job than anyone else, 
so he should participate in improving and simplifying his 
own job.” Success in obtaining this participation, he said 
at another point, depends on providing proper incentive, 
which includes giving the employee sincere recognition for 
his efforts. “Any program of cost control or cost reduction,” 
he stated, “will lead to increased productivity when people 
are allowed to participate in the program and when their 


(To be concluded in 
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feelings and basic human needs are recognized. 

A basic principle in the program was the importance 
of good human relations. Mr. Rix said, “Our management 
people have found that encouraging their people to partici 
But to 
consult people you have to be humble, you cannot believe 


pate has resulted in an easier job for themselves. 


that you have all the ideas and that you know al! the an 
swers or that you are an expert.” He said that there were 
five ideas that guided them in motivating people to do their 
best: “(1) We have to believe in people. (2) We must set 
a good example, (3) Let them participate. (4) Give recog 
nition for extra effort and accomplishment. (5) Provide a 
wholesome work environment.” He added, “You can see 
from this that effective leadership requires sincere concern 
for the employee as an individual and seeing that he is 
accepted and recognized tor his participation.” 

The Cleveland Hluminating Electric Co, encourages its 
employees to submit proposals on how their jobs can be 
made more efficient. This is not a suggestion plan in the 
sense that monetary awards are made, Rather, the com 
pany accords recognition by such means as writing a letter 
of appreciation, signed by the employee's department head, 
using the name and picture of the employee in the company 
magazine and in a periodical called the Work Simplification 
Vews. 

Virgil K. Rowland, personnel assistant to the secretary and 
general accountant, The Detroit Edison Co., followed Mr. 
Rix with a discussion of job enlargement. Mr. Rowland ex 
panded on the idea that overspecialization of jobs can result 
in defeating the purposes for which it was established. While 
specialization may make it possible for an employee to bx 
come highly skilled in a particular activity, and thus theorets 
cally to perform it more rapidly and more accurately, there 
is, said Mr. Rowland, a point of no return, beyond which 
specialization does more harm than good. This point, he 
said, is reached when employees become so bored or dis 
satisfied with their jobs that they begin to perform them at 
less than their normal capacity. What is needed is sufhcient 
variety in the job that the employee does not take excess 
time off or that his interest does not falter beyond a point 
at which his performance is inaccurate or slow, 


the January issue) 
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A Monthly Feature 


and Special Card Files 


Watson's “Double Deck Rol-Dex Cross File” 


ih 


Acme Visible Records’ No, 100-T 


Tools of the Office 


Visible Record Systems, Rotary, 


Check Devices 


Manufacturers’ List on Page 44 


December, 


sf 


Remington Rand’s No. RBK-85 
“Robot-Kardex” 


Filing systems are generally consid 
ered to fall into one of two basic cate 
gories, vertical and visible. The term 
“vertical” as applied to tiling does not 
mean that a record stands on one of its 
edges when filed. It actually refers to 
papers filed one behind another, or, in 
other words, “in depth.” In this sense, 
it is Opposed to the concept of filing in 
such a way that each paper is sepa 
rately visible in its enturety—a method 
which might be called “horizontal” 
filing because, in effect, such papers 
would be filed side by side. 

The word “vertical” was introduced 
into the field of filing in davs when 
offices generally did not keep their 
records in an orderly manner, but let 
them lie in drawers, boxes, and pigeon 
holes. Once the obvious efhiciency ot 
the vertical system was realized, how 
ever, other methods were abandoned. 
The situation which led to the selec 
tion of the word “vertical” was then 
quickly forgotten, and the term pet 
sists to contuse those who do not ap 
preciate its origin. Vertical systems are 


lind” 


now sometimes referred to as “hb 
or “non-visible” systems; while these 
terms are more precise, they are not 


especially popular. 


Visible systems, on the other hand, 
are distinguished by the basic tact that 
at least some portion ot each filed rex 
ord is) visible without moving — the 
record above it. In practice, this nor 
mally means that at least one edge of 
each card projects to the side (or top 
or bottom ) of the card immediately in 
front of it, thus displaying enough ot 
the record to identify it; additional in 
formation is often included, and in 
some applications it is sufficient that a 
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record may be used without actually 
handling it. 

In theory, it can be argued that all 
standard filing systems incorporate cer 
tain elements of both vertical and visi 
ble record keeping. Letters in a stand 
ard correspondence file, tor example, 
are considered to be in a vertical ar 
rangement, yet the folder and guide 
tabs are used in accordance with princi 
ples of visible tiling. On = the other 
hand, even in the most visible of the 
visible systems, at least a portion of the 
hled material is obscured behind the 
record in front of it; to this extent the 
vertical principle is employed. 

For the purposes of this survey, visi 
ble systems are distinguished from 
vertical systems simply on the basis 
that each record in a visible system is 
designed so that at least a portion of 
wt can be read without moving the 
records immediately in front of it. 

It will be noted that the arrange 
ment of records in trays, tubs, drawers, 
or on wheels is not a factor in de 
termining whether a system is vertical 
or visible. For example, an electrically 
powered rotary card file in) which 
cards are carried in moving trays or on 
a wheel does not become a visible sys 
tem merely because access to the cards 
is convenient and quick. If the cards 
are placed one behind another without 
projecting edges or tabs, which is the 
customary arrangement, the system is 
of the vertical type. On the other 
hand, there are certain systems de 
signed to be arranged in drawers like 
standard vertical systems, yet, becaus« 
each record or sheet has a visible sec 
tion (resulting from the use of tabs or 
cutout portions), the system should 
actually be considered to be of the 


1} 
visible ty pe. 


THE “Tools” schedule is be- 
ing revised. 

Beginning in February, 
“Tools” will appear in a new 
form, designed to make it 
still more useful to our 
readers than it has been in 
the past. The schedule for 
the first two months is as fol- 
lows: 

February: Equipment for 
Integrated Data Processing. 

March: Duplicating Equip- 
ment. 
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Both the vertical and visible systems 
have advantages and disadvantages, In 
general, vertical systems are much 
more compact, use less expensive 
equipment, and are more readily ex 
panded as need develops. Manutac 
turers of visible equipment, however, 
point out that authorities consider that 
a visible record can be located in about 
one-quarter the time required tor tind 
ing a vertical record, and they argue 
that a visible system is therefore much 
less Expensive to use. 


It should be pointed out, however, 
that visible equipment varies consider 
ably in design. In some systems, the 
records are held securely in place in 
loose leaf binders or in individual hold 
ers in card trays. In other systems, the 
records rest loosely, one overlapping 
another, in tub-like files. An examina 
tion of the systems described below in 
this survey will show still other meth 


ods, 


It is obvious, therefore, that visible 
systems vary considerably as to their 
compactness, capacity for expansion, 
initial expense of equipment, and other 
features. Each system has its special 
advantages and disadvantages. Mo 
mentarily disregarding the problems of 
locating a card in a vertical file, it may 
be said that in general it is easier to 
remove or replace a card in such a sys 
tem than in a visible file. Manutac 
turers of certain types of visible equip 
ment, in which cards ride loosely and 
are not attached, would disagree, and 
they would point out, further, that 
visible records are usually so printed 
that it is obvious at a glance when a 
card is missing or misfiled. This tends 
to prevent mishling, and they consider 
that their systems are considerably 
more efhcient to operate than are 
vertical systems. The tactor of re 
movability is important in files of re 
ords requiring trequent posting. It 
should be remembered that it takes as 
long to p st on a visible card as on a 
vertical one, and, if the visible record 
cannot be readily placed in a position 
for comfortable writing, it may take 
longer. It posting 1s to he performed 
by machine, it is obvious that cards 
must be convenient to remove and 
replace. 

A card in a vertical system cannot 
he located directly. The guide cards, 
of course, indicate the approximate 
location of a card, but it is generally 
necessary to thumb through a number 
of cards betore locating the desired 
record, In addition to taking time, this 
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Wheeldex & Simpla’s “Simplafind” 
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procedure subjects all cards to consider 
able 


wear. Card handling, however, 
is considerably reduced in visible sys 
tems, and, especially in those systems 
in which the cards are protected by a 
transparent plastic handling edge, wear 
can be insignificant. It should be ob 
served, incidentally, that one authority 
is of the opinion that most vertical tiles 
do not have sufhcient guide cards to 
make them easy to use; he feels that 
there should be a guide to every ten or 
fifteen record cards. 


In essence, the great advantage of 
visible methods over vertical methods 
is in the ease of locating records. They 
do not offer any special advantages in 
posting, and may actually hinder the 
making of entries, but they do permit 
summary information on a number ot 
different cards to be inspected simul 
taneously for purposes of comparison. 
These advantages, it is argued, make 
for more efhicient operation. 


To offset these advantages, manu 
facturers of vertical equipment claim 
that their systems require considerably 
less space and are much less expensive 
to install. Where large numbers of 
cards are to be used, the use of motor 
ized rotary equipment can greatly re 
duce the time required to locate cards, 
and, in any case, liberal use of guides 
can help to reduce the time factor. 

The prospective user of equipment 
should, therefore, consider the nature 
of his operations and select his equip 
ment in accordance with his particular 
needs. In addition to the factors listed 
above, it may be noted that whereas 
vertical systems can be easily expanded, 
some visible systems can while others 
cannot, Signalling systems are often 
easier to devise and operate when using 
visible 


when 


systems than using 


Mosler’s No. D58S “Roto-File” 


Tools of the Office 


vertical ones. In addition, each pat 
ticular systern has its own advantages 
and disadvantages. A choice should 
not be made without caretul study of 


the field. 


This month’s survey is devoted to 
visible equipment and to specialized 
forms of vertical equipment, such as 
rotary card files. For a general ri 
view of other hling equipment of the 
vertical type, consisting chiefly of cor 
respondence files, see the October issue 


ot Office Management. 


Acme Visible Records, Ince. 


Illustration. Page 36. 

Model. No. 100-T. 

Description. A rotary-type file, turn 
ing horizontally. Designed to hold 100 
books, each of which can accommodate 
a large number of cards, filed accord 
ing to visible methods. As shown, 
unit is used for 13 by 9 in. cards, filed 
two cards to the hanger, $4 cards to 
the book. 


Rotary portion of file is surrounded 
by six desks for file clerks. Rotary 
unit mounted at desk height to permit 
books to. slide from openings onto 
desks without lifting. Rotary section ts 
Rotation of central 
unit controlled by three buttons; two 


65 in. in diameter. 


of these govern direction of rotation, 
other is used tor holding. Unit uses 
110-volt current. 

Price. According to the manufactur 
er, “under $1,000.” 

Other Equipment, Other rotary sys 
tems, some with three tiers. Sizes vary. 
Also a line of “Veri-Visible” equipment 


and forms of the visibie type, for ma 
\ 


chine and hand posted records, to 


Wassell Organization’s No. MRF1 


December, 


gether with sectional units, portable 
trays, etc., the “Super-Visible” line otf 
visible card systems, card carrier units, 
drawer units, trays, litt-top cabinets, 
Stands, brack 
ets, and racks also offered. The “Flexo 
line” group of one-line visible indexes 


tub desks, and trames. 


includes trames, stands, roll curtain 


desk stands, single and double ter 
stands, brackets, cabinets, and 


supplies. 


rotary 


Art Metal Construction Co., 
Postindex Div. 

Illustration. Opposite page. 

Model. No. 5 “Postindex Flat Book.” 

Description. A book-type file made 
of aluminum. Holds 140 8 by 5-in. 
sheets with visible edges. Sheets are ot 
four-page type, held in place by means 
of trunnion wires. 

Desk models finished in grey and 
Also 


available for housing in cabinets. Cabi 


equipped with rubber bumpers. 


nets made with single or double doors; 
construction of steel. To permit con 
venient transfer of existing card in 
stallations to Postindex, books are avail 
able with card pockets. Model shown 
is 18%4 in. long. 

Other Models. Similar books vary 
ing in length from 11%4 to 18%4 in. 
with trunnion wires ranging from 5!- 
to 12 in. in length, and with sheet 
capacities from 50 to 320. Prices from 
$13.50 to $35, Zone 1. Cabinet ca 
pacities range trom 8 to 20 books. 


Business Efficiency Aids 
lilustration, Opposite page. 
Model. “Magne-Dex” tray and cards. 
Description. An unusual — system 
combining principles of vertical and 
visible filing through the application 


i al 


magnetic principle. Cards are 
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Victor Safe Sectional File 


filed one behind another as in a stand 
ard vertical system. Tiny metal strips 
are embedded in tops of cards; when 
an index divider card is moved, these 
strips become magnetized by a perma 
nent magnet built into the tray. The 
strips receive similar electrical charges; 
thus they repel each other, and a num 
ber of cards on either side of the divid 
er are separated so that the top line of 
each is visible. Manufacturer states 
that magnetism is permanent and that 
cards can be used in typewriters and 
other machines without altering mag 
netic qualities, 

Magne-Dex is available in thirteen 
card sizes and in 22 tray sizes. Tub desks 
and files available to fit. Unit capaci 
10,000) cards. 
Recent additions to line include ledger 


ties range from 500 to 


size cards and trays; trays have “V” 
bar devices to permit magnetism to 
be turned on and off. 

From $37.50 to $1,000, de 
pending on capacity and features. 


Prices. 


Diebold, Ine. 
Illustration, Page 37. 
\Vlodel. No. 10760 “Super Elevator.” 
Description. A 
type file in 


motorized — rotary 


which cards ride unat 


tached in trays. Trays remain hori 
zontal at all times but move in an ap- 
proximately circular path. Trays lift 
out easily and may be interchanged at 
will. Trays are 10 in. deep to provide 
a comtortable maximum reach and im 
Writing 
area provided at front of file. 

File operates on 110-volt A.C. Push 


button control brings tray desired to 


prove visibility of guides. 


working level in three seconds or less. 
Trays accommodate records of any 
weight and size up to a height of 8% 
in. Standard tray sizes are 2% by 3,5 by 


Art Metal’s No. 5 “Postindex” 


3, 6 by 4, 8 by 5, and 7%, by 3% in. 
Maximum card capacity (varying with 
size and weight of card), 300,000. 

Cabinet is of steel with fine-wrinkle 
grey enamel finish. Top can be closed. 
File has emergency salety device and 
provision for hand operation in case ot 
power failure. 

Dimensions: width, 81 in.; height, 
48 in.; depth, 30 in. 

Other Equipment. Two other rotary 
files: the “Cardineer,” which carries 
cards on a circular ring, and the “Ele 
vator,” a tray file similar to the “Super 
Elevator” but smaller. 
visible 
“Tra 


Also an extensive line of 


record equipment, including 


Dex” and “V-Dex” systems. 


Fandex, Ine. 

Ilustration. Page 36. 

Model. “Fandex” filing system. 

Description. A card filing system in 
which cards are mounted in pockets so 
arranged that cards can be “fanned 
out” as shown in the illustration to 
permit visibility of the top line of 
each of a Cards 


number of cards. 


fanned out by fingertip motion. One 
side of each pocket is open to permit 
cards to be. offset 


poses. 


for reference pur 


Files housed in cabinets much like 
standard card file drawers of the verti 
cal type, but drawer sides are cut low 
to allow room for fanning out of 
cards. Standard cards used; existing 
files can be readily transferred to this 
system, 

Cabinets are of steel with interlock 
ing features to permit stacking. 


Ferris Business Equipment, Inc. 
Illustration, Page 37. 


Model. No. 45 “Master.” 
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Business Efficiency Aids’ “Magne-Dex”™ 


Description. A motorized rotary 
type file in which cards ride unattached 
in trays. Trays are removable and in 
terchangeable; tray depth is 8 in, Trays 
carried upright in tiers; tiers are pivot 
ed on rotating wheel. Approximately 
one-third of records visible at all times; 
other records available in average tume 
of three seconds. Operates on 115-volt 
AC. Provision made for manual oper 
ation in case of power failure. 

Cabinet finished in grey, olive green, 
or medium brown” wrinkle finish. 
Hinged posting table has rubberized 
linoleum = writing surface. Cabinet 
mounted on four ball-bearing casters. 
Maximum card capacity, about 200, 
000, varying with size and weight of 
cards. Maximum card size, 12. 1n. 
high, 14 in. wide. 

Dimensions: width, 54 in.; 
3814 in.; depth, 34!) in. 

Price. $1,550. 


Other Equipment. Over 150 units, 


height, 


varying in size, capacity and features, 
at prices from $302 to $1,750. 


The General Fireproofing Co. 

Illustration, Page 37. 

Model. No. 3588X “Super Carder” 
with attached posting table. 

Description. \ steel cabinet «ke 
signed to house cards for accessibility 
eight 
drawers, yet is only 369/16 in. high 
have full 


suspensions and 


from a seated position. Has 


Drawers ball-bearing, zinc 


plated wide alumi 
num pulls, 

Fach drawer measures 23 3/16 in. 
wide, 3% in. high, and 29% in. deep 
inside. Cabinet capacity: 195,200 2% 
by 3-in. cards, including indexing; 
100,000 5 by 3-in. cards, or 68,000 7% 
by 3%-in. cards. Drawers have angle 


ends to increase capacity. 
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Variety of drawer types available, 
including double-height box drawers, 
one of which can be 


two standard drawers. 


substituted for 
Jase available 
to raise working height if desired. 
Posting table has sliding top which 
can be extended 114% in. beyond card 
cabinet. Table mounted as 


shown, or in arrangement between two 
cabinets, 


can be 


Dimensions of cabinet, overall: 
height, 369/16 in; width, 261/16 


in.; depth, 30% in. 

Price. Ot the cabinet, $274 list, Zone 
1. Of the posting table with two legs, 
$105.75. 

Other Equipment. A similar cabinet 
with Various 
trays and substitute drawers, 


five drawers. types of 


The Globe-Wernicke Co. 
Mlustration, Page 36. 


Model. No, 512. 
Description, A cabinet tile with 
twelve tray-type drawers, holding a 


maximum of 984 5 by 3-in. cards with 


bottom lines visible. 


Cabinet of steel with all joints 
welded. Has double-wall construction 
to increase fire resistance. Equipped 
with intermembering strips on top to 
permit cabinets to be assembled in bat 
teries of any desired height. Finishes: 
grey, green, grained walnut, grained 
mahogany. 

Dimensions: height, 13! in. 
7% in.; depth, 25 in, 

Other Equipment. An extensive 
line of 12, and 24 
drawers, for nine sizes of cards. Also 


a line of visible reference record equip 


; width, 


cabinets with 6, 


ment in which paper strips carrying 


one or two lines of information are 


inserted in 


celluloid tubes, the tubes 


being mounted on stee] frames so 


that all Information 1s visible; line in 


cludes rotary and desk stands and wall 


Te ks, 


Herring-Hall-Marvin Safe Co. 
Iilustration, Opposite, bottom left. 
Model. No. i058-FM. 

Description. A motorized file of the 
rotary type, operating on 110-volt AC, 
Cards rest unattached in 12. sections 
wheel, held 
in place by polished retaining bands on 
cach side. 


around circumference ot 


Cards casily removed for posting, 
“floating” dividers maintain open “V" 
at point where card is removed, to 
facilitate replacement, Rotor turns in 
either 


direction at) approximately 8 


r.p.m.; control is of roll-switch type. 


40 


Tools of the Office 


Capacity: from 5,000 to 7,500 cards, 
varying with thickness of cards. This 
model accommodates 8 by 5 in. cards. 
Cabinet of finished in) smooth 
grey lacquer. Mounted on four hard 
rubber casters. 


steel, 


Has cover. 

height) with cover 
closed, 35 in.; width, 12% in.; depth, 
32% in. 


Dimensions: 


Other Equipment. Similar models 
for 6 by 4-in., 5 by 3-in.; and 7% by 
3'4-in. cards. Corresponding sizes also 
available without power drive. Also a 
line of posting tables, posting shelves, 
desk trays, guides, printed guide in 
serts, etc, 


Le Febure Corp. 

This company manufactures a_ sys 
tem of indexed ledger sheets called 
“Speedex,” which was described on 
page 42 of the November issue of 
Office Management. While Speedex is 
regarded as a filing system rather than 
as an item of visible record equipment, 
it makes use of certain visible record 
principles. 

By a system of tabs and cut-out 
notches each sheet in the file can be 
located without sheets 
iunmediately in front of it, and signals 
show when sheets are removed or mis 
tiled. 


in standard file drawers and does not 


removing: the 


The system is designed to fit 


require special equipment. 


The Mosler Safe Co. 
Mlustration. Page 38. 
Vodel. No. D58S “Roto-File.” 
Description, A 


motorized card file 
of the rotary type. An unusual featur 
is that the cards are carried unattached 
on eight independent rotating drums 
instead of in the tray arrangement cus 
tomary in rotary files of this size. Each 
drum is, in effect, a wheel-type file in 
which the cards are held in place by 
means of a band; cards may be easily 
removed, and drum design is such that 
“V" opening is made 
and maintained to permit easy refiling. 


automatically 


Each of the eight drums may be 
rotated independently of the others, 
thus permitting several operators to 
work with the files simultaneously, or 
all drums may be rotated together. 

File 110-volt AC; DC 


available. Manual operation provided 


uses models 
in event of power failure. 

Cabinet of steel, wheel assembly of 
aluminum. Standard finish: grey; op 


December, 


tional finishes: medium brown or olive 
green. 

Model shown accommodates 78,000 
7% by 3%4-in. tabulating cards. 

Other Equipment. Similar tiles tor 
% by 5-in., 6 by 4-in., and 5 by 3-in. 


Also a “Revo-Files,” 


which are smaller. 


cards. line ot 


The National Blank Book Co. 
Illustration, Opposite, right center. 
Model. No, 89-832 “Prongmaster.” 
Description. A \oose-leat binder for 

visible records. Sheets arranged with 

one-line overlap. Equipped with auto 
matic shift to permit removal or in- 
sertion of sheets without altering the 
sequence of other sheets in the same 
bank. 

Shift One of 
these, the working position, 1s set by 


has two positions. 


touching a lever; in this position, bind 
er lies flat, but the curved prongs have 
sufhcient overlap: to hold sheets se 
curely in the binder. In the second 
position, the prongs open completely to 
permit removal or insertion of pages. 
Shift has lock to 
tull opening. 


prevent accidental 
sinder has sheet litters 
to raise sheets over prongs. 

Binding is of grey Brittany vinyl 
Prong nickel 
plated. Binder furnished with metal 
rims and hinges. Recessed label holder 


provided in back. 


twist. mechanism ts 


This binder offered in several sizes 


with two-inch and three-inch capaci 


ties. One of accommodat 
up to 33 3'% by $'%4-in. sheets per bank, 
with a total capacity of 1,980 sheets. 
From $33 to $40. 

The “Ringmas 


visible units with 


these can 


Pric es. 
Other Equipment. 
ter” series of metal 


rims: trays; stands; and torms. 


Remington Rand Ine. 
Illustration. Page 36, top right. 
Vodel. No. RBK-85 “Robot-Kardex.” 
Description. A motorized tile in 
carried 


in travs. Unit is in the form of a cabi 


which visible-type records are 
net with a desk-like extension at the 
front to provide a 
This each 


equipped to hold a card tray. Within 


posting position. 


extension has two slides, 
the cabinet are 60 trays, mounted in 
two counterbalancing banks of 30. By 
the operation of selector keys on the 
extension, the desired tray is delivered 
at desk level, where it is automatically 
placed in one of the slides and moved 
into a position convenient for posting. 
When it is desired to work with an 
other tray, the operator presses another 
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Visirecord posting tray 


kev; the tray is withdrawn and_ the 


new tray moved into 


is automatically 
position. 

ach tray can accommodate 67 8 by 
S-in. cards, giving the unit a total ca 
pacity of 4,020. Cards are held in trays 
with '4-in. of each card exposed. 

Unit 1l0-volt DC; a 
rectifier is provided to convert AC into 
DC. 


‘ 


of power failure. 


operates on 
Manual controls furnished in case 
Dimensions: height, 63 1°32) in: 
width, 25°, in.: depth, 33'4 in. Post 


ing height, approximately 32 in. Fin 
ish: grey. 


The ©. E. Sheppard Co. 

This company offers a complete line 
ot visible record binders and forms, to 
gethe r with accessories and supplies 

The “Flat-Rite” line of loose leaf 
binders is available in index sheet sizes 
from 12! by 8! by 18 in., 


and with two capacities, 


in., to 18! 


and three-in. 


Herring-Hall-Marvin’s No. 1058-FM 
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Binders 


black 


grained imitation leather with metal 


finished = in Levant 


hinge and two metal label holders. 


Some have metal rims on covers. Other 


binders have walnut-grained bakelite 


covers, Flat-Rite binders have automatic 


shift device; in working position, binder 


lies flat but prongs overlap sufficiently 
to keep records in place; in fully open 
position, prongs 


moval or insertion of sheets. 


open to permut re 
Lock 1s 
accidental full 


furnished to prevent 


opening. As many as 40 records vis 
ible at a time; records arranged in 
banks. 
1500, 
$29 to 


~ 


Total sheet capacities up to 
Flat-Rite binders priced trom 
$46. Walnut-grained covers 
extra. 

Also available are 
“Vis-Dex” 


hinged metal casings. 


binders of the 


line, which have piano 


These binders 
also equipped with automatic shit. 
The “Master Visible” line of binders 
are of the non-shift type; the “Junior 
Visible” line 1s similar. 

The 


folder 


company also offers visible 


units, visible record transter 


binders, posting tables, visible record 


forms of many types, indexing acces 


sories, tc. 


Victor Safe & Equipment Co.. 
Ine. 

Illustration, Page 39, top lett. 

Model. Sectional tile composed of 
No. SOTS top section, seven No. 851 
center sections, and one No. S3BS bot 
tom section. 

Description. A traytype visible tik 
composed ol sections to permit expan 
sion as required. Each section de 
signed to interlock rigidly with sec 
tions below and above. Constructed of 
steel, with Kraft paper and celluloid 
card pockets. Cards arranged to ex 


card. \ 


Sin. cards. Variety 


] 


bottom line of 


pose Cat h 


commeodates & by 


Zephyr American's No. FM 5804 
“Rolodex” 


of torms available for use with this 
equipment, 
10 in. 


deep, and 1! in. high. 


Center units are wide, 18 in. 

Other Equipment. Similar models 
offered for 5 by 3-in. and 6 by 4-in. 
Also “Book Visible” portable 


books. “Recordex Visible” records de 


cards, 


signed to fit in a desk drawer or brict 
case, a sectional visible line made ot 
wood, and a line of tube reference 
equipment, together with appropriate 


forms. 


National Blank Book “Prongmaster” 


Wilson Jones’ No. FB 13208 “Shif-Dex” 
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Visirecord, Ine. 
Mlustration, Preceding page. 
Model. No. ETEOV.1 posting tray. 
Description, A tray designed tor use 
with Visirecord cards. The top corners 
of these cards are cut diagonally to 
give three visible margins when the 
cards are placed in the posting unit. 


Cards rest in banks with two columns 


it right side of each card exposed, in 


ddition to the diagonal margin and 
a4 portion of th top. 

Pray can accommodate approximate 
ly 9,500 51% by Sin. cards in a space 
1) in, long and 24 in, deep. The 
manutacturer claims. that angle tab 
Visistrip indexing makes it possible to 
locate any card in trom two to four 
seconds. Signals on cards indicate 
when a card is missing. 

Other Equipment. Visirecord inanu 
lactures more than 20 basic units, in 
cluding posting trays, well tables, and 
single and double posting desks. Sev 


eral hundred variations of these are> 


available, at prices ranging from $35 
to $900. Trays such as the one shown 
accommodate cards in heights of 5, 6, 
4, 10, 11, and 12 in. and in any width 
up to 40 in. folded. 


Wassell Organization, Ine. 

Illustration, Page 38. 

Model. No. MRF 1. 

Description. A card tile which ro 
tates horizontally. Cards ride unat 
tached in trays arranged in tiers. Unit 
shown is actually a section; sections can 
be added one above another to provide 
added capacity. Single sectional unit 
pictured can accommodate up to 
12,000 2% by 3-in. cards, or 7,500 12 by 
%in. cards. Cards of various sizes can 
be handled in same unit. 

Unit constructed of steel, finished in 
grey hammertone. Files are rotated 
manually. Designed to be operated 
from a seated position. 

Dimensions: width and depth, each 
48 in.; height 24 in.; height with base, 
27% in. 

Price, $411 to $1,106 per section, de 
pending on card size. 

Other Equiprient. A total of 64 
modular units with from one to four 
sections. Line includes models for 
numerous sizes of cards. Also avail 
able in double and single pedestal desk 
units, 


Watson Mfg. Co., Ine. 
Illustration, Page 36. 
Model. “Double Deck  Rol-Dex 


Cross File.” 


42 


Description. SN tile tor tabulating 


ards, with cards arranged in two tiers 
of trays; trays of the upper tier are 
easily moved to the side to permit 
access to those below. Trays mounted 
on sealed ball bearing rollers. A_ roll 
ing work shelf is also provided. Unit 
designed to permit clerk to handle all 
records without moving from chair. 

Unit shown can house approximately 
70,000 tabulating cards. Construction 
is of steel, with aluminum covers that 
lrop to the back when opened, 

Rol-Dex equipment is custom built 
and can be made to fit records of any 
SIZE, 

Other Equipment. A line of similar 
equipment, custom built to user's spect 


fications. 


Wheeldex & Simpla Products, 
Ine. 

Illustration. Page 37. 

Model. “Simplafind.” 

Description. A motorized rotary 
type card file in which cards ride unat 
tached in trays. Trays mounted in 
tiers that move in an approximately 
elliptical path; trays remain upright 
at all times. Trays are short, to keep 
cards within convenient reach of seat 
ed operator, and are removable. 

Rotation of trays is push-button con 
trolled, bringing desired tray to desk 
level in an average time of less than 
three seconds. Hinged desk area pro 
vided at front of unit. Front of cabi 
net slopes inward at bottom to pro 
vide knee and leg space. 

Simplafind available in several sizes, 
with capacities from 50,000 to several 
hundred thousand standard-size _ rec 
ords. Units can accommodate records 
of numerous sizes and types. 

Other Equipment. Two other types 
of rotary equipment: Simplawheel, in 
which cards ride in stabilized cradles 
suspended from a wheel; and Wheel- 
dex, in which cards are attached di 
rectly to a continuous ring. 


Wilson Jones Co. 

Iilustration. Preceding page. 

Model. No. FB 13208 “Shif-Dex.” 

Description. A \oose-leaf type binder 
for visible records. Records arranged 
in banks of up to 40, with maximum 
capacity of 2,000 sheets in binder. 

Binder available in’ black Levant 
grain or brown Cordoba imitation 
leather covers with steel rims on four 
sides and metal hinges. Backbone fur 
nished with bakelite strips to protect 
furniture. Has twin label holders. 
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Binder has sheet lifters and is 
equipped with automatic shiit. At the 
touch of a lever, the binder opens to 
a working position in which it lies 
flat; the prongs continue to overlap in 
this position to prevent sheets from 
talling out. In a second position ot the 
shift the prongs open fully to permit 
removal or insertion of sheets; a shitt 
lock prevents accidental full opening. 

Binders of this type available 1 
two- and three-inch capacities, in sizes 
from 124% by 8% to 18% by 18 in. 
Visible record torms available in sizes 
from 31/16 by 5% in. to 6'% by 
10% in. 

Prices. From $34.15 list. 


Zephyr American Corp. 

Illustration, Preceding page. 

Model. No. FM5804 “Rolodex.” 

Description. A manually-operated 
card file of the rotary type. Cards car 
ried unattached in suspended trays 
which are pivoted to remain upright at 
all umes. This unit differs from other 
rotary files in that trays rotate side- 
ways, that is, to right or left as the 
operator faces the cards. Tray move 
ment controlled by knob near top of 
cabinet, 

Cabinet has sliding cover; when 
cover is opened it provides a working 
area of two extension tables, plus a 
pull-out leaf. Cards are brought to 
desk level between the two sections. 

Unit mounted on ball-bearing rub 
ber casters. Card trays equipped with 
adjustable follow blocks. Finished in 
grey. 

This model available in three sizes 
to accommodate 8 by 5-in., 6 by 4-in., 
and 5 by 3-in. cards. Model shown ts 
for 8 by 5-in. cards and has a capacity 
of 4,000 or more cards, varying with 
card thickness. 

Dimensions: height, 30 in.; width, 
154) in.; depth, 26 in. 

Price. $159.95, 

Other Equipment. A \ine of small 
“Rolodex” and “Autodex” desk model 
rotary card files, together with sup 
plies. 


Check Devices 


The American Perforator Co. 

Illustration. Page 45. 

Model. No. 9A. 

Description, A check endorser oper- 
ating on 110-volt current. Checks are 
hand fed; as check drops into machine 
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Tools of the Office 


it automatically trips a clutch causing 
machine to print endorsement. Checks 
are fed into machine vertically (turned 
half over) and are stacked automatic 
ally; storage capacity is approximately 
350 checks. Operating speed, 150 
cycles a minute. 

Unit has perpetual dating wheels, 
standard endorser die, adjustable 
stand, and dust cover. Inking is auto 
matic. 

Optional equipment includes check 
counter, chute, etc. 

Price. $350 to $450, varying with 
features, 


Cummins-Chicago Corp. 

Illustration. Right, top. 

Model. 270 series check signer. 

Description. A check signer which 
can be converted to a check endorser 
by replacing signing dies with endors 
ing dies. Operates on 110-volt AC; can 
be adapted for DC. The manufacturer 
claims an operating rate of 27,000 per 
hour. Feed is automatic, and signed 
checks are stacked automatically in 
hopper. 

Unit has the following security tea 
tures: cover has a lock, to prevent un 
authorized removal ot 
signature die and to prevent unauthor 
ized setting of check counter. A lock 
ing switch key 


insertion or 


also provided; this 
turns machine off and makes it in 
operative, even though dies are in 
position to sign, 

Dates 
wheels. 


changed by turning date 
Inkwell has ink capacity for 
half a million checks; no ribbons used. 
Ink flow can be adjusted for heavy or 
light signatures. 

Dimensions: height, 14 in.; width, 
2% in.; depth, 16 in. 
wrinkle, 

Price. $1,195. Stand, mounted on 
casters, $32.50. 

Other Equipment. A 
check 
varying in features and capacities. 

pr ep Aoyinyt) 
Hall-Welter Co., Inc. 


Illustration. At right. 


Finish: grey 


number of 


other signers and endorsers, 


Model, “Chexsigno” check signer. 

Description. An electrically-operated 
check signer. Provides a “serrated” 
signature, designed to eliminate the 
hazard of duplication. Adaptable to a 
variety of signing needs. 

Other Equipment. Models of Chex 
signo signers available for hand or 
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electric power; these are priced up to 
$230. Also available is the “Speedrite” 
checkwriter. 


The Hedman Co. 
Illustration. Right, bottom. 
Model. “Premier Electric” 

signer. 

Description. An electrically operated 
check signer. Prints a “forgery-proot” 


check 


signature; facsimile plate shreds signa 
ture into fibers of check paper with 
indelible ink. 

Machine has two locks and keys, 
one for operator and one tor responsi 
ble official; machine will not operate 
unless both locks are used. 

Rate of operation, 3,000 checks per 
hour. Machine equipped with non 
resettable meter to register each check 
imprinted; checks counted automatic 
ally. 

Dimensions. Height, 8 in.; width, 7 
in.; depth, 13 in. 

Price. $268.50, f.o.b. factory. 

Other Equipment. A similar model, 
manually operated, priced at $174.50. 
Also a hand and an electric voucher 
model. 


Monroe Calculating Machine 
Co., Ine. 
Illustration. Page 45. 
Model. No. D-10-ww 
Check Writer. 
Description, An electrically-operated 
keyboard-type checkwriter. 


Ke yboard 


Provides 
for automatic imprinting and ejection 
of checks. Checks stacked automatx 
ally. 

Operating rate: 1,000 payroll checks 
or 700 accounts payable per hour. Type 
style designed to prevent alteration of 
figures. Figures printed in indelible 
acid-proof ink which  impregnates 
Keyboard has 10. places, 
and unit can print British as well as 
ime 4 
designation can also be printed, 


paper fiber. 


currency symbols. Company 

Type is of steel. Unit measures §! 
by J] in. 

Price. $365. 

Other Equipment. Hand and ele« 
tric models, 


including single and 


voucher check signers. 


The National Cash Register Co. 

Illustration. Page 45. 

Model. No. 87 check writer and 
accounting machine, 

Description. A combination check 
writer and accounting machine. Per- 
forms the following functions: itemizes 
earnings and deductions on check or 


Hedman’s “Premier Electric” 
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Tools of the Office 


check stub; prints date and check num 
ber; signs or signs and countersigns 
check; prints payroll period; accumu- 
lates earnings and deductions in in- 
dividual, locked totals; counts checks; 
automatically creates journal (check 
register); feeds next check into posi 
tion automatically when sheet checks 
are used; spaces check register to next 
posting line. 

Protective features include the fol 
lowing: totals can be cleared only 
alter total lever and individual locks 
on each accumulating control key are 
unlocked; individual item counters ad 
vance with operation of each control 
key (optional), these counters pro 
tected by lock-controlled cover and 
detector counter which advances each 
time lock is operated; machine becomes 
inoperative if attempt is made to 
manipulate totals by complementary 
subtraction; automatic advancing of 
check number and date protected by 
locked cover; machine lock used to 
make machine completely inoperative; 
form sensing lock keeps machine from 
operating until all forms are properly 
inserted in printer; signature plate lock 
prevents unauthorized persons from in 
serting signature plate into machine. 

Operating rate: 400 to 450 per hour, 
including itemization of deductions. 
Checks cut and stacked automatically 
in separate unit. Can be ordered with 
provisions for printing symbols of cur 
rencies other than U. S. 

Other Equipment. Model 81 and 
several variations of this model, pro 
viding a selection of special features. 


Pitney-Bowes, Ine. 

Illustration. Opposite, bottom. 

Model. No, Tic-3 “Tickometer.” 

Description, An electrically-operated 
counting and imprinting machine 
which has many uses, including check 
signing, check endorsing, check can 
celing, and check counting. ' Operates 
on 110-volt AC, 

Has a tamper-proof cumulative total 
counter which records up to 99,999,999 
and resets automatically to zero; also 
has a set-back counter to record indi 
vidual runs. Imprinting die easily re 
moved for safekeeping. 

Other features include adjustable 
stacker; gauge which can be set to 
handle a particular thickness of paper, 
stopping machine if paper of other 
thickness is inserted; automatic feed 
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operating at trom 500 to 1,000 sheets 
a minute, 

Can be equipped to print symbols of 
any currency. 

Other uses include counting of tick- 
ets, currency, sales slips, etc. Can be 
used to imprint dates and other in- 
formation. 

Price. $1,460. Can be rented at a 
rate of $420 for the first year, $300 per 
year thereafter. 

Other Equipment. Model DU, a 
post office canceling machine, can be 
adapted for counting and/or imprint- 
ing, including endorsing and_back- 
stamping. 


Safeguard Corp. 

Illustration, Opposite, top. 

Model, “Instant H.” 

Description. A manually-operated 
check writer of the keyboard type. 
Name of payee and amount protected 
by single operation. As amount keys 
are set on keyboard, register at top of 
keyboard shows amount as set. Spe 
cial currency slide available for inter 
national models. 

Check shelf has throat opening full 
width of machine. Shelf is inclined so 
that checks slide into printing posi- 
tion. Shelf has horizontal and vertical 
scale for check placement. 

Individual name or registered num 
ber can be printed in amount line if 
desired. Special security lock to pre 
vent unauthorized use is provided in 
hidden location. 

Dimensions: height, 8 in.; length, 12 
in.; width, 6 in. 

Price. $109.50. 

Other Equipment. The “Instant K,” 
which has pivot keys; and a voucher 
model, both manuaily operated. 


The Todd Co., Ine. 

Illustration. Preceding page. 

Model. No. 78 “Protectograph Dis 
burser.” 

Description. An electrically-operated 
check writer. Amount printed in in- 
delible ink; paper fiber shredded to 
prevent alteration. Amount, date, and 
safeguarded signature printed in same 
operation. Can print about 600 protect- 
ed checks an hour. 

Signature plate is of special type. Sig- 
nature prints against a background de- 
sign and appears in a pattern of sev 
eral colors of indelible ink. Further 
protection provided by fact that ma- 
chine can be operated only when both 
of two tamper-proof locks are opened. 

Unit has non-resettable meter to 
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count each signature. Type is of brass, 
case of cold-rolled steel, finished in 
grey wrinkle. Dimensions: height, 
10Y, in.; width, 8'% in.; depth, 13 in. 

Machine prints symbols of U. S. cur- 
rency; other symbols available on spe- 
cial order. 

Price. $498.50 list. 

Other Equipment. No, 73 is similar 
but is hand-operated. Line also in- 
cludes No. 31 automatic check signer 
and No. 32 feeder. 


Manufacturers’ List 


Visible Record Systems, Rotary 
and Special Card Files 

Acme Visible Records, Inc. 

Crozet, Va. 
Albany Novelty Mfg. Co. 

167 W. Canton St., Boston 18 
Art Metal Construction Co., Postindex 

Div., Jamestown, N, Y. 
Ashley Mfg., Harry K. 

2305 Cherry St., San Leandro, Calif. 
Automatic File & Index Co. 

549 W. Washington Blvd., Chicago 6 
Boorum & Pease Co. 

84 Hudson Ave., Brooklyn 1, N. Y. 
Business Efficiency Aids 

8114 Lawndale Ave., Skokie, Ill. 
Crosby Research Institute, Inc. 

9028 Sunset Blvd., 

Hollywood 46, Calif. 
Daco Card & Index Co. 

301 Congress St., Boston 10 
Diebold, Inc. 

Canton 2, Ohio 
Fandex, Inc. 

126 Liberty St., New York 7 
Ferris Business Equipment, Inc. 

244 Great Meadows Rd., 

Stratford, Conn. 
Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 10 
General Fireproofing Co., The 

Youngstown 1, Ohio 
Globe-Wernicke Co., The 

5025 Carthage Ave., 

Norwood, Cincinnati, Ohio 
Heineman Office Equipment Co. 

4N. 8th St. St. Louis 1 
Herring-Hall-Marvin Safe Co. 

1550 Grand Blvd., Hamilton, Ohio 
International Loose Leaf Co. 

80 Wall St., New York 5 
LeFebure Corp. 

716 Oakland Rd., N.E., 

Cedar Rapids, lowa 
Master-Craft Corp. 

831-903 Cobb Ave., 

Kalamazoo, Mich. 
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Master Products Mtg. Co. 

3480 E. 14th St., Los Angeles 23 
McMillan Book Co. 

701 E. Genesee St., Syracuse 1, N. Y. 
Mosler Safe Co., The 

Hamilton, Ohio 
Motor File 

9028 Sunset Blvd., Los Angeles 46 
National Blank Book Co., The 

Holyoke, Mass. 
Nebraska Salesbook Co, 

21st St. and “Y” St., Lincoln, Neb. 
Palley Mfg. Co. 

280 Main St., Worcester 8, Mass. 
Remington Rand Ine. 

315 Fourth Ave., New York 10 
Ross-Gould Co. 

309 N. 10th St., St. Louis 1 
Selectofile 

2814 Canton St., Dallas 
Sheppard Co., The C. E. 

44-01 2ist St., L. I. City 1, N. Y. 
Stationers Loose Leaf Co. 

524 N. Broadway, Milwaukee | 
Victor Safe & Equipment Co., Inc. 

315 Fourth Ave., New York 10 
Visirecord, Inc. 

Copiague, L. I., N. Y. 
Vue-Fax Corp. 

655 Main St., Westbury, L. I., N.Y. 
Wassell Organization, Inc. 

Westport, Conn. 
Watson Mfg. Co., Inc., Rol-Dex Div. 

Jamestown, N. Y. 
Wheeldex & Simpla Products, Inc. 

40 Bank St., White Plains, N. Y. 
Wilson Jones Co. 

209 S. Jefferson St., Chicago 6 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester 3, N. Y. 
Zephyr American Corp. 

95 Morton St., New York 14 


Check Devices 


American Perforator Co., The 

617 W. Jackson Blvd., Chicago 6 
Checkmaster Systems, Inc. 

400 Madison Ave., New York 17 
Cummins-Chicago Corp. 

4740 No. Ravenswood Ave., 

Chicago 40 
Hall-Welter Co., Inc. 

42 Mt. Hope Ave., 

Rochester 20, N. Y. 
Hedman Co., The 

1158 W. Armitage Ave., Chicago 14 
Joslin Mfg. Co., A. D. 

123 Arthur St., Manistee, Mich. 
LeFebure Corp. 

716 Oakland Rd., N.E., 

Cedar Rapids, Iowa 
Monroe Calculating Machine Co., Inc. 

555 Mitchell St., Orange, N. J. 
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National Cash Register Co., The 

Main & K Sts., Dayton 9, Ohio 
Pitney-Bowes, Inc. 

Walnut and Pacific Sts., 

Stamford, Conn. 
Roderick Co., Marcy F, 

3312 Lancaster Ave., Philadelphia 4 
Roovers Bros., Inc. 

3611 14th Ave., Brooklyn 18, N. Y. 
Safeguard Corp. 

320 Walnut St., Lansdale, Pa. 
Speedograph, Inc. 

5440 So. Ashland Ave., Chicago 9 
Stewart & Co., Inc., R. A. 

80 Duane St., New York 7 
Todd Co., Inc., The 

1150 University Ave., 

Rochester 3, N. Y. 
United Equipment Co. 

1101 Lee Highway, Arlington, Va. 


Chicago business show 
set for February 

The thirteenth annual Management 
Seminar and Business Show, spon 
sored by the Office Management Asso 
ciation of Chicago in conjunction with 
Northwestern University, has been 
scheduled to begin on Monday, Febru 
ary 28, 1955 at the Conrad Hilton 
Hotel, Chicago, according to a recent 
announcement from Alfred H. Dor 
stewitz, general chairman. 

Seminar meetings will continue for 
three days while the exhibit will be 
open tor four, 


Harter begins manufacturing 
operations in Canada 

Harter Corp., of Sturgis, Mich., 
manufacturer of steel office chairs, will 
start manufacturing operations in 
Canada soon after the first of the com 
ing year, it was announced recently 
by Evan S. Harter, president. 

The firm has leased a recenily con 
structed plant in Guelph, Ontario, 
which is approximately forty miles 
west of Toronto. Harter will conduct 
Canadian operations through a wholly 
owned subsidiary, Harter Metal Furni 
ture, Ltd, 

Mr. Harter also announced that Guy 
FE. Laughlin of Sturgis will be general 
manager of the new company and will 
be located in Guelph. Mr. Laughlin 
at present is Manager of National Ac 
counts for Harter in the United States. 

The company plans eventually to 
make most of the models of its line of 
executive and stenographic chairs in 
the new plant. 


Pitney-Bowes’ No. Tic-3 


“Tickometer” 
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Coming Events 


American Management Association 
December 9-10 
Special Conference on Training 
Atlanta Biltmore Hotel, Atlanta 
* 

American Institute of Accountants 
December 10-11 
Conference on New Tax Law 
Hotel Statler, St. Louis 
* 

University of Michigan 
January 6-7 
Ninth Annual Business Machines 
and Supplies Exhibit 
Rackham Building, University 
of Michigan, Ann Arbor 
a 
American Society of Heating and 
Ventilating Engineers 
January 24-28 
Twelfth International Heating and 
Ventilating Exposition 
Commercial Museura and 
Convention Hall, 
Philadelphia 
e 
University of Wisconsin 
Wisconsin Manufacturers Association 
February 15 


March 15 
April 19 
May 17 


Conterence for Office Managers 
Wisconsin Tower Building 
Milwaukee 
. 

Office Management Association 
of Chicago 
Northwestern University 
February 28-March 3 
Thirteenth Annual Management 
Seminar and Business Show 
Conrad Hilton Hotel, Chicago 
of 
National Association of Cost 
Accountants 
April 12-15 
Eighth Annual Southern California 
Business Show 
Biltmore Hote!, Los Angeles 


e 
National Office Management 
Association 


May 22-26 
Thirty-Sixth International Conference 
and Annual Office Machinery and 
Equipment Exposition 
Royal York Hotel and Mutual Arena, 
Toronto, Ontario 


Noise reduction affected 
by furniture location 
The Wood Office Furniture Insti- 

tute offers advice on how to locate 

office furniture to reduce noise and to 
provide efficient use of space, 

According to the Institute, sound re 
duction can be achieved by pulling 
desks away from walls and partitions, 
isolating machine equipment, and by 
using wood desks and equipment, as 
well as by using acoustical materials on 
walls and ceilings and by installing 
carpeting. 

However, the Institute added, filing 
cabinets and safes should be placed 
against walls, preferably near pillars, 
as a means of reducing strain on struc 
tural beams. 

WOFT stated further that) when 
desks and furniture are to be placed in 
an office, 60 inches of space should be 
allowed for main aisles and 44 inches 
for intermediate aisles, For secondary 
aisles, according to Institute studies, a 
width of 36 inches is required. These 
widths are selected as offering the best 
combination of mobility and space util 
ization. 


AMA training conference 

to be held in Atlanta 

A special conference on training will 
he conducted under the sponsorship of 
the American Management Association 
at the Atlanta Biltmore Hotel, Atlanta, 
Ga., on December 9th and 10th. 

The conference will consist of gen 
eral sessions and small study groups. 
The program is scheduled to begin 
with a speech on “Mobilizing Person 
nel for Expanding Industrial Fron 
tiers,’ by Col. Blake R. Van Leer, 
president of the Georgia Institute of 
Technology. He will be followed by 
W. M. McFeely, vice president and di- 
rector of industrial relations for the 
Riegel Textile Corp. and the Riegel 
Paper Corp., of New York, who will 
discuss, “Management Appraises Its 
Training Program.” 

The third speaker of the morning 
session will be Dr. Francis F. Brad- 
shaw, president of Richardson, Bel 
lows, Henry & Co., Inc., of New York. 
Dr, Bradshaw's subject will be “New 
Developments in Applied Employee 
Training.” 

During the afternoon and the fol- 
lowing morning, conferees will break 
up into four study groups. These 
smaller groups will discuss such sub- 
jects as “Selection, Orientation, and 
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Early Field Training of Salesmen,” 
“Training the Experienced Salesmen,” 
“The Hourly Worker,” “The Office 
Employee,” “A Critical Look at Su- 
pervisory Training,’ “Clarifying the 
Supervisor's Personnel Job,” “Setting 
Up Functional Management Develop- 
ment,” and “Latest Techniques in Im- 
proving Managerial Performance.” 

On the final afternoon, all regis- 
trants will listen to a conference syn- 
thesis at which the chairman of the 
four study groups will summarize the 
essential accomplishments of their ses- 
sions. This will be followed by a sym- 
posium in which these four men will 
serve as a panel to answer questions 
from the floor. 

Further information on the confer 
ence may be obtained from the Amer- 
ican Management Association, 330 W. 
42nd St., New York. 


Accountants plan conference 
on new tax law 

The new tax law will be the subject 
of a national conference for business 
executives to be held December 10-11 
at the Hotel Statler, St. Louis, by the 
American Institute of Accountants. 

An announcement from the AIA 
stated that the conference “will dis 
cuss the effect of the new tax law on 
business decisions in relation to divi- 
dend policy, employee pay and fringe 
benefits, arrangements with executives, 
depreciation and capital equipment pol- 
icy, new administrative procedures and 
other vital areas.” 

The discussions will be led by promi- 
nent certified public accountants, mem- 
bers of the Institute’s Federal tax com- 
mittee, which had much to do with 
the writing of the new law. 

Information about the conference 
may be obtained from the American 
Institute of Accountants, 270 Madison 
Ave., New York, 


University of Michigan 
plans business show 

The ninth annual Business Machines 
and Supplies Exhibit will be held Jan- 
uary 6 and 7 in the Rackham Building 
of the University of Michigan, Ann 
Arbor, under the sponsorship of the 
university's School of Business Admin- 
istration. The exhibit is given each 
year to provide students and business 
men from Ann Arbor and vicinity an 
opportunity to see the latest develop- 
ments in the field of business machines. 
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EXTRA! 


yr’ 
pr YOU CAN RENT THE WORLD'S FOREMOST 
, —PUCATING SYSTEM FROM $7.50 A MONTH Now you can RENT 


one, a dozen or more 
oY! rs ; OLD TOWN Spirit 
e.¥) oy Duplicators... 

" install a complete, 
modern Duplicating 
System in your office 
with no capital 
investment. And even 
before you rent, you can 
have a 10-Day Free 
Trial... to prove how 
an OLD TOWN 
Duplicating System 
reduces and expedites 
paper work — 

saves you 

time and money. 


Make all the copies 
you need, of 
everything you 
write, type, or draw, 
in 1 to 6 colors. 


Trade in your old 
machine ,.. your 
outmoded “smudge pot” 
is still worth money 
when you trade it 

in on the new 
precision-engineered 
OLD TOWN 
Duplicator. 


Get all the facts on this 
history-making offer — 
mail the coupon wow! 


World’ e Old Town Corporation, Dept. om-12345 Madison Avenue, New York 17, N Y. 
8s foremos 

8 ’ Please send me complete Information Company NaMe .......... mm 

maker of carbons, on the OLD TOWN Duplicator, Includ- fs 


Attention 000 
ribbons, duplicators CORPORATION ing 10-day free trial, rental and trade-in. 
Present duplicator: 
and supplies 


(0 You may arrange a FREE Trial 
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‘| Baltimore Business Form 
takes the place of 5 


WHAT'S YOUR PROBLEM? Since 
1916, Baltimore Business Form’s design 


Recently, a large retail chain had a 
costly problem. They handled five 
different types of sales, with five differ 
ent forms, each of which had to be 
followed through multiple operations. 

Management discussed their problem 
with Baltimore Business Form experts. 
Together they designed and produced 
one Form—readily adaptable to other 
types of stores—that could be used for 
all sales, and could be easily followed 
through all voucher processing. Result: 
Time and money saved in both selling 
and office operations. 


and manufacturing experts have solved 


countless problems in serving 


60,000 of the nation’s leading business 


over 


houses. Their wealth of experience in. 
designing forms to fill specific require 

ments ideally qualifies them to help 
you. Remember, often a single sug 

gestion may save hundreds. . . even 
thousands .. . of dollars for your com- 
pany. So, write us for help in solving 


your business forms problems. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


OOOO eee eee 
. 
. 
. 
. 


The Baltimore Salesbook Company 


3134 Frederick Avenue— Baltimore 29, Maryland 
We are interested in seeing samples uf Baltimore Business Forms. 


ieee Pee eee ee ee eee eee eee 


eee eeee seen eeee 


December, 1954 


Fund drive begins for NYU 
business school building 

A campaign for funds to finance a 
$3,000,000 development program for 
a new building to house New York 
University’s Graduate School of Busi- 
ness Administration has been jnitiated, 
with John M. Schiff, of Kuhn Loeb & 
Co. as general chairman of the pro 
gram. 

The purpose of the campaign, ac 
cording to Chancellor Henry T. 
Heald of NYU, will be to obtain fi- 
nancial support among members of 
New York City’s business community 
for the the 
new home in the Wall Street district. 

Plans call for an eleven story struc- 


construction of school’s 


ture to be located on the block front 
just north of the school’s present build- 


ing at 90 Trinity Place. The site, 
bounded on the south by Thames 


Street and on the north by Cedar 
Street, is now owned by the univer- 
sity. 

The new building is to be designed 
in contemporary style. It will provide 
classroom space for 5,000 students, a 
library with microfilm facilities and 
stack space for 75,000 volumes, an au 
ditorium seating 450, dining facilities, 
offices, conference rooms, and research 


laboratories. 


Color useful in office work, 
psychologist says 

Many daily jobs can be made easier 

by the use of color, according to Dr. 

Daniel Brower, New York psycholo 

gist and director of psychological sery 

the New York 


Laboratory. 


ices. for Personnel 


Colored pencil marks, he pointed 
out, can be helpful in many ways. He 
suggested that in the preparation of 
drafts, red checks can be used to indi 
cate passages requiring attention, as 
for clarification, additions, or 
the 
have been made, green checks could 


corres 


tions. Once necessary changes 
be used to signal “all clear.” 

In the routing of mat] and other 
material, color coding can be used to 
idertify 
means of 


various departments as a 


improving speed and eff 
ciency, it was suggested, and on the 


desk 


appointments can be maiked in red, 


executive's calendir important 
items to take home in green. 

Dr. Brower made another point: 
don’t underline. This not 
only takes time, he said, but it leads 
to eye strain and is a poor memory 
device. use 
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practice 


Instead, he suggested, 
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IT’S LIKE MAGIC... 

When you dictate with the new EXECUTIVE 
SCRIBE, 

The EXECUTIVE SCRIBE is the dictation system 
of the future... years ahead of competition. 
The executive desk sets shown here are the 
only pieces of equipment that you will ever 
need in your office. In addition to the alter- 
natives below, there is an executive desk sta- 
tion available which eliminates the necessity 
of holding anything in your hand. You can 
work with both hands while you dictate. 


The EXECUTIVE SCRIBE is a flexible, econom- 


ical multi-station dictation system that is so 
simple to use .. . IT’S LIKE MAGIC. All func- 
tions of the recording unit are remote con- 
trolled with fingertip ease. 

By far the most advanced dictation system 
ever devised. 

The EXECUTIVE SCRIBE has a range of acces- 
sories designed to satisfy the most discrimi- 
nating executive. Whether you choose the 
unit with thé miracle mike, the telephone 
hand set, or the executive station, we know 
that you will agree that Scribe is years ahead. 


Try a Scribe without obligation. 


e 
be SALES AND SERVICE FROM COAST TO COAST 
CORPORATION, 5022 WEST MADISON, CHICAGO 44, ILL. 
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Fountain-base ‘automatically fills pen 
every time pen is returned to socket. Pen 
writes a full page or more at each filling. 


Fountain-base 
holds 40 times more 
ink than ordinary 
fountain pen. Won't 
leak. Won't flood. 
Easy to clean as 


TO SELECT OR REPLACE 
.. Heres Au YoubDO 9550 


I= 
2666 Lenetal wiling 2h Gig nikore Staab 931M Medium stub 


Only a few of the most popular point styles shown 


Osterbrook 


DESK PEN SETS 


The pen that fills itself 


The perfect gift for the desk writer 


instantly silos. ¥ 
changeable and 
renewable. More 


SSS Ja 
ee ie a 


tie 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY copvrianr 1954, 
The Esterbrook Pen Company of Canada, Ltd., 
92 Fleet Street, East; Toronto, Ontario 


“a 
unlocks the ink. 


CHOOSE the right point for the way 
you write...by number 


2002 Fina SK 2500 Bort recrocreg 


at 


marginal marks oi circle an entire 
paragraph. 

Dr. Brower made his remarks on 
the occasion of the introduction by the 
Norma Pencil Corp. of a new writing 
instrument which cembines pen, pen- 
cil, and colored leads. 


Pittsburgh Reflector Co. in 
merger with Canadian firm 

The Pittsburgh Reflector Co. of 
Pittsburgh, has merged with Holden 
Lighting Manufacturers Ltd., of 
Toronto, Canada, according to a re 
cent announcement from Pittsburgh’s 
president, H. C. Zinsmeister. 

Mr. Zinsmeister stated that this 
move was made in order to strengthen 
the position of both companies in their 
particular marketing areas. The Pitts 
burgh Reflector Co, is one of the lead 
ing American manufacturers of fluo 
rescent and incandescent — lighting 
equipment for the commercial, indus 
trial, and institutional markets. Hol 
den is well known in Canada for its 
lighting equipment designed for use in 
offices, churches, restaurants, theaters, 
schools, and similar installations. 

Both companies now expect that 
through an interchange of designs and 
production know-how they will be 
able to offer a much greater variety of 
lighting equipment. 

The president of Holden is P. EI. 
Greene; Ralph C. Johnson is vice pres 
ident. J. C. Sullivan is executive vice 
president of Pittsburgh Reflector. 


Association News 


THE AMERICAN INSTITUTE OF 
ACCOUNTANTS has elected a new 
president. He is Maurice H. Stans, 
CPA, an executive partner of the ac- 
counting firm of Alexander Grant & 
Co. Mr. Stans has been vice president 
of the Institute and has served on 
numerous committees. He succeeds 
Arthur B, Foye, CPA, of New York. 
Also elected were the following vice 
presidents: Ira N. Frisbee, CPA, of 
Beverly Hills, Calif.; Alvin R. Jen- 
nings, CPA, of New York; John C. 
Martin, CPA, of Columbus, Ohio; and 
Virgil S. Tilly, CPA, of Tulsa. William 
M. Black, CPA, of New York, was re- 
elected treasurer. The election took 
place at the Institute's five-day annual 
meeting held this year in Los Angeles. 
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Tired yet proud... 


at) I et ee 


My number is L-1514 C.* I was one of the first members of a new family to go out into 
the business world. In shape and size I was a twin to millions of my predecessors but there 
the similarity ended. I was given a new finish called . . . leather-like. 


MUCH was expected of me. Not only did I have to present a better appearance than 
my predecessors but of more importance I had to wear much longer—repel ink, perspiration, 


moisture, grease, oil, dirt and finger marks. In warm and humid climates I was forbidden 
to run off on clothing. 


During the years of 1952, 1953 and the early part of 1954, | was in constant use during 
office hours. I was in and out of the files, on desks, under the arm, and occasionally in transit. 
I was handled by secretaries, salesmen and the boss. I contained correspondence, specifica- 
tions, contracts (worth millions of dollars), instructional manuals and on one occasion on a 
rainy night in 1953 a secretary used me as a carrying case for some personal purchases. 
I worked hard at a cost of less than 15c per year. 


I have recently been called back to Smead’s laboratory to have my record of accomplish- 
ment checked. I was told that I passed with all my color. 


Iam TIRED yet PROUD. 


vem us oe yout besinecs saclonety 
& samnpre. Smead Manwacturing *The above file and date of usagé 
7 mee Minnesota; oo te mn os Ge 6 org 
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for U.S. Navy! 


SPEEDS PAPERWORK 


— 


= le 


Bureau of Ships instruction 
books produced in less time 
at lower costs with XeroX” 
copying equipment... 


U.S. Navy XPV-1 
Official U.S. Navy Photograph 


The U.S. Navy XFV-1 is one of the world’s 


most versatile aircraft. Designed for vertical 
take-off, it combines the features of the helicop- 
ter, jet and propeller types. 

Xerography is the world’s most versatile 
copying process. It does in three minutes what 
formerly required hours. It helps speed the 
production of Bureau of Ships Instruction 
Books for the U.S. Navy in the Fourth Naval 
District Publications and Printing Office. 

A report for a 31-month period indicates a 
saving of over $100,000 a year, using xerogra- 
phy instead of the former slower and costlier 
method. 

Xerography is used by companies of all 
kinds, large and small, in thousands of applica- 
tions copying forms, letters, charts, bulletins, 
sales manuals, engineering drawings, etc., onto 
paper masters for low cost duplicating. Any- 
thing written, typed, printed or drawn can be 
copied onto paper masters by xerography with 
XeroX” copying equipment. 

For use in diazo type machines, translucent 
intermediates can be made from any original 
subject in the same speedy way. 


THE HALOID COMPANY 
54-37X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 


52 


SOME USERS IN 
DIFFERENT FIELDS 


AUTOMOTIVE 
Ford Motor Company 


BUILDING MATERIALS 


National Gypsum Company 


GOVERNMENT 
Federal, State, City 


INSURANCE 


Hardware Mutuals 


PETROLEUM 


Atlantic Refining Company 


MANUFACTURING 


Wallace Barnes Company 


Write for complete 
report ‘Xerography 
Speeds the Job for the 
U.S. Navy,"’ also proof 
of performance folders 
showing how xerogra- 
phy is cutting duplicat- 
ing costs for companies 
of all kinds. 


for 


December, 1954 


How XEROGRAPHY «=~ 


cuts duplicating costs $100,000 a year 


| 
| 
| 
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Association News 


(Continued ) 


THE LIFE OFEICE MANAGE- 
MENT ASSOCIATION elected ofh- 
cers for 1954/55 at its 3lst Annual 
Conference, held recently at the Shore- 
ham Hotel, Washington, D. C. Ger- 
ald L, Soelter, formerly first vice presi- 
dent, has moved up to the presidency. 
Mr. Soelter is secretary of Southwest- 
ern Life Insurance Co., Dallas. He is 
succeeded as first vice president by 
Warren J. Moore, vice president of The 
Old Line Life Insurance Co. of Amer- 
ica, Milwaukee, formerly second vice 
president. J. Howard Ditman, vice- 
president and comptroller of New York 
Life Insurance Co., New York, was 
elected second vice president. 

Three new members were elected to 
the board of dirctors. These are: Harry 
L. Archey, Jr., secretary, Fidelity 
Mutual Life Insurance Co., Philadel- 
phia; C, A. Coleman, assistant secre- 
Jefferson Standard Life Insur- 
ance Co., Greensboro, N. C.; and Hess 
T. Sears, 


tary, 
assistant vice president, 
Equitable Life Insurance Co. of Iowa, 
Des Moines. 

J. L. Batchler, vice president and sec- 
retary, Kansas City Life Insurance Co., 
remains on the board to fill the unex- 
pired term of Harry H. Allen, retired 
second vice president and secretary of 
The Mutual Benefit Life Insurance 
Co., Newark, N, J. Noel S. Baker, im- 
mediate past president of LOMA, also 
continues as a member of the board of 
directors. 


THE OFFICE EXECUTIVES ASSO 
CIATION of New York met for din- 
ner on October 20 at the Hotel Bel- 
mont Plaza and heard a discussion on 
“Training for Office Supervision.” The 
speaker was Robert H. Chope, office 
service manager, Detroit plant of the 
United States Rubber Co. Mr. Chope 
expressed the opinion that training of 
the individual office worker is of great 
importance and can make the differ- 
ence between the success and failure 
of a business. various 
methods of training, together with 
comments on the advantages and dis- 
advantages of each method. 

At the luncheon meeting at the 
Masonic Club on November 3, OEA 
members listened to a program on the 
Association's 


He discussed 


recent salary survey. 


(To page 55) 
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“ACCOUNTING MACHINES — 


ea of NES eke Se BT SUE AER or Bs.) es COALS Bae 


Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 


PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 


Orrrtrces iN MOST 
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with the NEW DIEBOLD 
SUPER ELEVATOR FILE for mass-records 


The new Diebold Super Elevator File breaks the record barrier 
with the same ease that jet planes now break the sonic barrier. 
Unproductive effort is the barrier that slows operations and 
increases costs of handling policy, premium, claim and other 
mass-records, Eliminating wasted effort is the Super Elevator 
File’s specialty. It does the heavy work electrically .. . freeing 
operators for referring and posting. Operators remain seated 

. the file's electric brain brings any record to their finger- 
tips... within 3 seconds .. . at the touch of a button! Short 
removable trays speed operations, permit instant division of 
work. The file houses greatest concentrations of records in 
smallest space ... up to 300,000 in 17 square feet. 


Let us show you how the Diebold Super Elevator File will im- 
prove mass-record handling and reduce overall costs. Ask to “17a The Best Offices of the Year 
see case histories that show savings of one-third in time and ie use Diebold equipment for 
space . . . savings that make it profitable to replace present a - +» handling . . . retaining and 
equipment with electrically operated Super Elevator Files. ““ protecting records. 


+ VAULT DOORS + FLOFILM (MICROFILMING EQUIP.) ROTARY - VERTICAL @ VISIOLE FILING EQUIPMENT. TRANSFER FILES SAFES ~ CHESTS 


a Oe SS 
Sowing 


Diebold, Inc. 
980 Mulberry Rd., S.E., Canton 2, Ohio A 
“Business 


Please send full information about new Super Elevator File for 
our records. 
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Association News 


(Continued ) 


Comments on the survey were made 
by Harlow J. Meckes, chairman of 
the Salary Survey Committee, and 
assistant personnel and office manager 
of Standard Brands Co. He was as- 
sisted by other speakers, who presented 
various aspects of the salary survey 
program. 


THE OF FICE MANAGEMENT 
ASSOCIATION of Chicago held its 
first dinner meeting of the current sea- 
son at the La Salle Hotel on October 
21. The guest speaker was Adolph 
Berger, regional director of the United 
States Bureau of Labor Statistics, who 
spoke on “Government Information— 
Life Blood to Dynamic Business.” 

At the luncheon meeting held on 
November 4th at the Morrison Hotel, 
Serge A. Birn, president of the Serge 
A. Birn Co., discussed “M-T-M—a 
New Concept for Clerical Work Meas- 
urement.” “M-T-M” is a reference to 
“Methods-Time-Measurement.” 

OMAC has also announced that 
Carmen A. Cerrone, office services 
manager for the A. B. Dick Co., has 
been elected to the Association’s board 
of directors, succeeding Gerald M. 
Powell, of the Employers Mutual 
Liability Insurance Co., who has been 
transferred to Los Angeles. 

The Association has announced the 
names of the latest winners of scholar- 
ship awards given under OMAC aus 
pices. William G. Clark, Jr., of Chi- 
cago, won the membership business 
award, and Miss Norma Jean Schea, 
also of Chicago, won the school award. 
These awards, each of $100, are given 
each semester to an employed person 
and a student or recent graduate, to 
be applied toward tuition in a course 
in office management given by Pro 
fessor Harry Wylie at Northwestern 
University. 


THE ROTARY FORMS COUNCIL, 
a national educational and promotional 
organization devoted to improving 
business systems and office paperwork, 
held a three-day annual conference in 
Denver during September. The fol- 
lowing officers were elected: president, 
Homer F. Woehrmyer, president of 
Woehrmyer Printing Co., of Denver; 
vice president, Walter Heer, of Heer 
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--- because the biggest 
name in office equipment has 
made the latest improvements 
in suspended-folder filing. This 
is creating a new turn in buy- 
ing preferences in favor of 
VERTI-SWING. So now's the 
lime for you to stock up and 
throw your full selling weight 
behind VERTI-SWING while 
you still have the chance to 
ride the crest of this new wave 
in sales. 


Look at the sales potential in 
these VERTI-SWING features: 


 VERTI-SWING Folders are flexible, durable... made from finest quality 
stock. They cannot slump, sag or become disordered. Filed papers always 


remain neatly in place. 


 VERTI-SWING Folders slide easily on sturdy steel frame . . . adaptable to 
any standard file drawer. Frame is adjustable for snug fit. 

™ VERTI-SWING Folders are suspended by rounded steel rods that slide 
smoothly on the frame. Rods are sealed firmly into folder; exposed tips 


are protective-coated for maximum safety. 


 VERTI-SWING Celluloid Tabs are always at even level, assuring perfect 
visibility. Tabs can be shifted or changed as required. Any indexing 


system is possible. 


Attention all dealers: For complete details on VERTI-SWING and all 
its components, write for Catalog No. VS-654, Dept. No.OM-124. 


Engineering Specialists 
in Office Equipment, 
Systems and Visible Records 


December, 1954 


Cincinnati 12, Ohio 
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Association News 
(Continued ) 


Printing Co., Columbus, Ohio; 
urer, Philip Cornelius, of Cornelius 
Printing Co., Indianapolis; secretary, 
Vaughn Young, of Utah Banknote 
Co., Salt Lake City; and counsellor, 
T. S, Sullenberger, of Standard Print 
sug Co., Amarillo, Tex. 


treas- 


THE YORK, PA., CHAPTER of the 
National Office Management Associa- 


tion met at the Yorktowne Hotel on 
October I1th for dinner. The speaker 
of the evening was Roland C. 
the Standard Register Co., whose sub- 
“Work Simplification 
Through Integrated Data Processing.” 


Doles ot 


ject’ was 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York met on 
October 11 and again on November 8, 
at 3 W. 5Sist St. The speaker at the 
October meeting was William T. Ham 
len, of International Business Machines 


Corp. The November speaker was 


Alfred MacDonald, of Recordak Corp., 


PLYMOUTH 
RUBBER BANDS 


conform to Federal Specification ie 


PLYMOUTH RUBBER COMPANY, INC. 


Baker Riles Oe 


December, 1954 


who discussed “Microfilming and the 
Retention Program.” 

RMA members planned a field trip 
to the Metropolitan Life Insurance 
Co.’s Hall of Records at Bronxville, 
N. Y., during November. 


THE ROCKFORD, ILL., CHAPTER 
of the National Office Management 
Association sponsored an all-day Man- 
agement Seminar in Rockford on No- 
vember 4. The seminar was conducted 
in cooperation with the University of 
Illinois School of Business Adminis- 
T. J. Manzke, office manager 
for the Pure Oil Co. and a past presi- 
dent of the Office Management Asso- 
ciation of Chicago, spoke on “Meeting 
the Needs of Alvin J. 
Vosskuhler, industrial relations man- 
ager for International Harvester Co., 
and second vice president of OMAC, 


spoke on “Dynamic _Leadership.” 


tration. 


Personnel.” 


THE TRANSCRIPTION SUPER- 
VISORS’ ASSOCIATION of New 
York held monthly meetings at 


Whyte’s Restaurant on October 11 and 
November 8. The program at the 
October meeting was devoted to 
“Methods—Work Simplification.” On 
November 8, James M. Brahney, assist- 
ant manager of the office services di- 
vision, General Foods Corp., White 
Plains, discussed “Duplicating Meth- 
ods.” 


Books and Pamphlets 


The Management Consulting 


Profession 
A brochure called How the Manage- 
ment Consuiting Profession Serves 


American Business has been prepared 
by the Association of Consulting Man- 
agement Engineers, Inc. “to meet the 
information on 
how management consultants fit into 
the business picture, how their services 
and how they can best 
benefit the employer of these services.” 
Its chapters are entitled: “The New 
Management,” ‘Appraising the Need,” 
“Serving the Need,” “Selecting a Con- 
sultant,” and “Securing Best Results.” 
The Association’s Code of Ethics is 


increasing need for 


are rendered, 


also printed. 

The Association has also prepared a 
list of its members. Both booklets are 
available by writing the Association of 
Consulting Management Engineers, 
Inc., 347 Madison Ave., New York. 
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A regular visit by the linen supply man is good 
public relations. That’s because consideration for 
the personal comfort of your employees is 
another company benefit that increases efficiency, 
gives employees greater job satisfaction. Fresh, 
clean cotton towels and uniforms, cotton 

table and bed linens are sure, economical ways 
to boost employee morale and build customer good 
will. Look into the advantages linen and 


towel service can offer your business. 


| M. Grower 
COMPANY 


361 W. Chestnut St., Chicago 10, IIl. 
Division of Opelika Manufacturing Corp., 
furnishers of Textiles in all forms to 
The Linen Supply Industry. Lets 


In any business... Linen 
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Books and Pamphlets 


(Continued ) 


Office Machines 


The Committee on Special Projects 


of the American Association of Col 
legiate Registrars and Admissions Of- 
ficers has published a book containing 
91 pages of various 
types equipment. 
The following categories are surveyed: 


information 
office 


on 
of machine 
correspondence equipment (including 
dictating machines, folding machines, 


YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER oritts: f _ 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 
novelty jobs. 9 styles 


7448 


automatic typewriters, and letter open- 
ers), duplicating equipment, identifica- 
tion equipment, microfilm equipment, 
photocopying equipment, and punched 
card equipment, 

Although the book is written pri 
marily for college registrars and admis- 
sions officers, a comment in the intro 
duction points out that the use of ma- 
chine equipment in college offices is 
“no different in many respects from 
the use of such office machines in any 
office.” 

The book is entitled Machine Equip- 
ment for Efficient Office Operation 


PAPER CUTTERS: 


11 models — 7 sizes... 


from 
lever cutters in bench and floor’ models 


—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


O 
7 SL 


J \ 


% available — hand dealers in all principal cities 
foot, power models. 7 pense weeaeaeee ee @ @ 4 
THE CHALLENGE MACHINERY CO. , | 

wal GRAND HAVEN, MICHIGAN 

PROOF Send details as checked below: ! 

PRESSES: [.] Paper Cutters [ ) Paper Drills i 

Always a sharp [] Proof Presses {] Paper Punches ' 
clean impression; 

easy operation. 0 1 
Full selection of 5 

styles — 5 sizes. Full Address ; — ae i 

t 

Mail coupon for specific information 7 ! 


TRADE-MARK @® 


Deeember, 1954 


and is available at a price of one dollar 
from Nelson M. Parkhurst, Associate 
Registrar, Purdue University, Lat- 
ayette, Ind, 


Records Management 


An article on records management, 
which originally appeared in the Sep- 
tember-October, 1954, issue of the Har- 
vard Business Review, has been re- 
printed. It is entitled The New Set- 
ence of Record Management and is the 
work of Robert A. Shiff and Arthur 
Barcan. 

The article takes as a departure 
point the following statement: “A plant 
engineer would be pained if a nut 
were screwed on by one operator on 
the line, then loosened and screwed 
on again by two more operators. Yet 
this sort of duplication is common in 
paper-work processing.” 

The authors state that the science of 
records management covers three 
(1) “birth control,” 
(2) record-keeping controls, and (3) 
record-processing controls. Their article 
discusses the importance of good rec- 
ords management, examines the place 
of the specialist in assisting a com- 
pany to solve its records problems, 
studies the relative merits of various 
types of specialized equipment in re- 
ducing records storage, etc. 


phases: records 


Various 
tables, and exhibits are included for 
illustrative purposes. 


The reprint is available from the 
Harvard Business Review, Soldiers 
Field, Boston. 


Printing Costs 

An easy-to-use guide for estimating 
the costs of letterpress and offset print- 
ing jobs has been prepared for the con- 
venience of office executives by Regina 
847 Lexington Ave., 
Brooklyn, N. Y. The guide is in the 
form of a 16-page booklet which in- 
cludes tables giving _ printing 
tabulated according to size of page, 
quantity, and whether material 
be printed on one or two sides. 


Services Corp., 


costs 


is to 


Additional information is provided 
on costs for other-than-standard papers, 
inks, bookkeeping, 
perforating, 


colored collating, 
saddle stitching, number 
ing, stapling, padding, and punching. 
Costs are also shown for offset plate- 
making, envelope imprinting, 
The booklet, called “Your Printing 
Costs Are As Follows . . .” is available 


etc. 


without charge from the company 
the above address. 
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Trade Mark Reg. U.S. A. 


CELLULOID INDEX TABS 


Just a quick-cut of the scissors gives you fast, neat, 
accurate indexing with MAK-UR-OWN Index Tabs. 
These easy-to-use tabs bring greater speed and more 
efficiency wherever used. 

Available in 7 smart colors, MAK-UR-OWN tab 
strips can be custom-cut to suit any indexing job you 
have. Take this short cut...the MAK-UR-OWN short 


cut...to handy, economical indexing. 


ONLY MAK-UR-OWN 
HAS ALL THESE FEATURES! 


MAK-UR-OWN Celluloid Tabs will not burn, crack or warp. 

Beaded edge reinforces tab assures easy pick-up 

6 inch strips cut to the exact size you want 

3 convenient sizes for one, two or three lines of typing. 

Skirts are of closely woven cloth, flexible, yet tough 

One side of skirt is made shorter for easy separation. 

Quality gumming adheres instant!y — permanently. 

Labels easy to insert or remove — yet stay in place. 

Automatic guide stop assures uniform extension 

Printed paper cutting scale assures uniform tab size. 

7 popular colors. Blue, red, green, yellow, orange, pink and clear. 
Take a look-see at the complete line of sturdy MAK- 
UR-OWN Index Sheets. Available in three distinctive 
grades these index sheets are your answer to any index- 
ing problem you might have. 


Drop in on your stationer today ... he'll be glad to show you the MAK-UR-OWN short cut 
to quick, economical indexing. Ask for it by name—MAK-UR-OWN...you can’t do better! 


Remington Fland 


DEALER SALES DIVISION 
315 FOURTH AVENUE » NEW YORK 10, N.Y, 
59 
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Books and Pamphlets 
(Continued) 


Purchase Law Manual 

Conover-Mast Publications, Inc., 205 
E. 42nd St., New York, has published 
a 400-page Purchase Law Manual, 
priced at $6. It includes information 
on such subjects as the statute of 
frauds, verbal contracts, rights of in- 
spection, limitation of damages, rights 
to rescind, the validity of check no- 
tations, unacknowledged orders, un- 
satisfactory deliveries, stoppage in tran 


sit, and other phases of contract law. 


Static electricity . . . unevenly cut 
sheets . . . torn sheets in the ream — 
those are the three gremlins that often 
cause your duplicating machines to 
“run wild’”’. 

Many of these machine tantrums 
can be eliminated by using Eastern 
Papers . . . the Business Papers that 
are made with just the right amount of 
moisture to minimize the effects of 
static electricity. Automatic hairline 
accuracy in cutting and trimming and 
an electronic detector that keeps 


Also will be found an analysis of 
agency law, including bailments, con- 
signments, options, offers to sell or 
buy, conditional sales contracts, the 
law of warranty, title to goods, fraud, 
the law of patents, and arbitration vs. 
litigation. 

Other subjects include standardized 
contract forms, the Uniform Sales Act, 
implied contracts, illegal contracts, 
price fluctuations, the legal authority 
of the purchasing agent, the personal 
liability of the purchasing agent, and 
the law of warchouse receipts. 

The book provides information on 
how to handle disputes regarding 
f.o.b, shipments, how to protect the 


reams free of torn sheets eliminate the 
other two trouble makers. 

In addition to trouble-free per- 
formance, you'll get clearer, sharper 
impressions . . . neater, better-looking 
results with any one of the many fine 
Eastern Business Papers. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond, Atlantic 
Duplicator with a wide variety of at- 
tention compelling colors . . . and in 
bright, white Atlantic Opaque. 


MADE BY EAST 


ERN CORPORATION 


. BANGOR, MAINE 


company in conditional sales contracts, 
how to determine when the company 
assumes legal obligation, how a com- 
pany may protect itself against price 
fluctuations, how to substitute arbitra- 
tion for litigation, and other subjects. 


The New Tax Law 


Two more analyses of the new tax 
law are now available. These are: 


What to Do About the Eisenhower 
Tax Law, a special staff study prepared 
in connection with The |. K. Lasser 
Tax Report series and published by 
Business Reports, Inc., 1 Main St, 
Roslyn, L. 1, N. Y. This is a 14-page 
pamphlet summarizing many of the 
principal provisions of the new law. 
Omitted from this report but sched- 
uled for coverage in subsequent re- 
ports are the provisions on partnership, 
accounting, pay and employment, trust, 
and estate and gift taxes, 

A special tax issue of the Journal 
of Accountancy, which contains a series 
of studies by twelve well-known 
CPA’s. Single copies of the issue are 
available from the Journal of Account- 
ancy, 270 Madison Ave., New York. 


Integrating the Office for Electronics 


Last February, the American Man- 


agement Association conducted a two- 
| day conference devoted to the installa- 
tion of automatic office equipment in 
| the offices of the: United States Steel 


Co. in Pittsburgh. This equipment was 
interconnected through the “common 
language” of punched 
paper tape. The lectures at this con- 
ference were illustrated by closed-circuit 
telecasts showing similar equipment in 
operation. AMA has now made the 
highlights of this conference available 
as a motion picture film, edited and 
provided with a spoken commentary. 


five-channel 


This film, together with a kit pro- 
viding suggestions on how to conduct 
a conference on integrating the office 
for electronics, is now available on a 
rental basis. Information may be ob- 
tained from the American Manage- 
ment Association, 330 W. 42nd St, 
York. 


List of Special Days, Weeks, 
and Months 


The U. S. Chamber of Commerce, 
1615 H St. Northwest, Washington, 
has published the 1955 edition of Spe- 
cial Days, Weeks, and Months, It is 


| available at a single copy price of 25 


December, 


cents. 
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People in the News 


ROBERT A. SHIFF has been elected 
president of the National Records 
Management Council, Inc., non-profit 
organization devoted 

to the preservation of 

business records and 

the effective control 

of all paperwork op- 

erations, according to 
announcement 
Arthur H. 
chairman of 
the board. Mr. Shiff 
formerly was execu- 
tive director for the Council. He is 
actively engaged in the training and 


an 
trom 


Cole, 
©Fabian Bachrach 


Robert A, Shiff 


education of individuals for responsible 
positions in the field and is currently 
giving a course at New York Univer 
sity, where he is Adjunct Professor of 
Records and Archives 
Administration, 


Management 


ERIC Q. BOHLIN, vice president in 
charge of production for the Eberhard 
Faber Pencil Co., celebrated his twenty 
fifth anniversary with the company on 
September 30th. Mr. Bohlin joined the 
company in 1929 in merchandising, 
subsequently advancing to the super 
intendent’s office. He became assistant 
superintendent in 1940, and in 1949 he 
was made general superintendent and 
assistant secretary of the company. He 
assumed his vice presidential position 
in 1950 and was made a director of the 
company in 1953, 


CARL R. MILLIN has been appointed 
manager of W&J Sloane’s Washing 
Mr, Millin 
has been with the company’s New York 
1939, where 


his most recent position was that of 


ton Contract Department. 


Contract Division since 
sales promotion manager, At the same 
time, Holmes Ely was made manager 
of the company’s Beverly Hills Con 
tract Department, moving to his new 
post from a position as member of the 
sales staff in the New York Contract 
Division. 


RANDALL H. DECKER, JR. has 
been named eastern representative cov 
ering the eastern territory for the Gil- 
bert Paper Co., of Menasha, Wis. Mr. 
Decker was formerly with the Schuyl 
kill Paper Co., of Philadelphia, as man 
ager of its Wilmington branch. 
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December, 


D. H. HICKEY has been elected treas 
urer and controller of The Sound- 
Scriber Corp., New Haven, Cont. 
manufacturers of dictating and record 
ing equipment, according to a recent 
announcement from President Walter 
J. Niles. 

Mr. Hickey has been associated with 
SoundScriber since 1947, in both sales 
and financial activities. Previously he 
was connected with General Electric 
Co., U. S. Rubber Co., Colt’s Patent 
Firearms Co., and Crystal Research 
Laboratories. in fiscal, methods, and 
He is a 
past president of the Hartford chapter 
of the National Office Management As 


sociation. 


ofhice management capacities. 


ROBERT D. HOWSE has been elected 
president of the Waterman Pen Co., 
Inc., succeeding Frank D. Waterman, 
grandnephew of the founder of the 
Mr. Waterman was elected 
chairman of the Mr. Howe's 
appointment coincides with the 70th 


company. 
board. 


anniversary of the company. 


FRANK R, DELLITT has been pro 
moted to the position of sales manager 
of the Underwood Corp.’s dealer di- 
vision, according to a recent announce 
ment from Vice President W. F. At 
nold. Mr. Dellitt has been with Under 
wood since 1937, having successively 
held the positions of clerk, ofice man 
ager, typewriter salesman, and port 


INVISIBLE TAPE? 


Wont shrink. 
Wont chud.. 
Wont ooze / 


Your office supplier has “Scotch” 810 Permanent Mending Tape in handy 
1296-inch rolls. See him today for a supoly of this wonder-working tape ! 


REG US PAT OFF 


Here’s an all-new tape that does a 
near-invisible mending job on documents, 
books, office records. It’s ideal for taping 
riders and endorsements on policies and 
valuable papers...completely shrinkproof, 
it stays crystal clear, won’t ooze adhesive 
ever! And you can write on it with pencil 
or ink! 


SCOrci 810 


BRAND 


Permanent Mending Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 300 pressure 
sensitive adhesive tapes made in U.S.A. by Minnesota Mining and Manufacturing Co., St. Paul, 


Minn. —also makers of “Scotch” 


Sound Recording Tape, “Underseal” Kubberized Coating, 


“Seotchlite” Reflective Sheeting, ‘‘Safety-Walk’’ Non-slip Surfacing, "3M" Abrasives, “3M” 
Adhesives. General Export: 122 E. 42nd St., New York 17, N.Y. In Canada: London, Ont., Can. 
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BUSINESS FORMS 


HAVE Sect? 


if you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of your 
business forms, use the modern, effi- 
cient, foolproof method: 


By a special American Lithofold 
rocess desensitized areas (‘Secret 
pots’) effectively prevent entries 

from carrying through. regardless 

of pressure. Many advantages over 
block-outs, cut-outs. carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 

@ Applied anywhere on the carbon paper 
—in spots of any number, size and 
shape 

@ Can be varied for each part of the 
form 


@ Does not deface or soil the form 
@ Leaves open areas available for 


printed instructions, advertising, 
records, etc. 


Available on: 
LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 


“WRITE TODAY for full details ond 
FREE SAMPLE SET 


$00 BITTNER ST ST. LOUIS 15, MO 


People in the News 
(Continued ) 


able typewriter representative to deal- 
ers, all of these posts being held in 
Dallas. 


THE MINNESOTA 
MFG. CO, 
cent promotions: 


MINING & 


has announced several re 


Robert A. McGinnis has been elected 
vice president and general manager of 
3M sub 
He will succeed John Kruest, 
who has resigned to devote more time 


the American Lava Corp., a 
sidiary. 


to his farming activities and other out 
interests; Mr. Kruesi had 
1948. Mr. McGinnis 
associated with the 


side been 
president since 
has been parent 
company for 21 years, during which he 
has had wide in the fields 


research, 


experience 
of manufacturing, and sales. 
In 1946 he became 


seas operations, 


in 3M’s over 

1951 he has 
been manufacturing manager of the in 
ternational division, 

Donald P. Selleck has been named 
assistant controller of 3M. Mr. Selleck 
has been with the company since 1941, 
when he joined it as a cost accountant. 


active 
and since 


Later he became supervisor of cost es 
1949 he 
office manager of the company’s plant 
at Bristol, Pa. Since 
division controller. 


timating, and in was made 

1951 he has been 
In his new position 
he will be responsible for the operation 
of the company’s cost accounting de 
partment and will 
tivities of the division controllers. 

William R. 
to the position of chief cost accountant. 


Mr. 3M 


since Prior to his most recent 


coordinate the ac 
Chamberlain has moved 


Chamberlain has been with 
1944, 
advancement he was a division accoun 
tant. 

Roy |. Mordaunt has been made di- 
vision controller o! 
to this position 
division accountant of th: 


product 


staff services. He 
moves from that oi 
research and 
development group. He has 


been with the company since 1948. 


LIONEL G. DAVIDSON, Certified 
Public Accountant, has been appointed 
assistant auditor for Jones & Laughlin 
Steel Corp., of Pittsburgh, Mr. David 
son moves to this position from that ol 
senior auditor for Price Waterhouse & 
Co. From 1933 to 1942 he was em 
ployed by Samuel S. Stewart & Co., 
and during World War II he served 
in the Navy. 


December, 1954 


-..if only 
for THEIR sakes 


... learn how to protect 
yourself from death from 
cancer. They need you! 


And for your sake and 
theirs you must keep on re- 
membering that the best 
cancer “insurance” is: 

FIRST...to0 make a habit of 
periodic health check-ups no 
matter how well you may 
feel, always including a 
thorough examination of 
the skin, mouth, lungs and 
rectum and (for women) the 
breasts and generative tract. 
SECOND.. 
danger 


.to learn the seven 
signals that may 
mean cancer, and go straight 
to the doctor at the first sign 
of any one of them—(1) Any 
sore that does not heal 
(2) A lump or thickening, 
in the breast or elsewhere 
(3) Unusual bleeding or dis- 
charge (4) Any change in @ 
wart or mole (5) Persistent 
indigestion or 
swallowing (6) Persistent 
hoarseness or cough (7) 
Any change in normal bowel 
habits. 


For other life saving facts 
about cancer, phone the 
American Cancer Society 
office nearest you, or address 
your letter to “Cancer’—in 
care of your local Post Office. 


dificulty in 


American 
Cancer 


Society 


OFFICE 
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by 
Emperial 


“Ss 
nee aes 


+... one of many carefully planned 
groups of handsome, modern office 
furniture . .. styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana | 
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People in the News 
( Continued ) 


Frank R. Graham has been appoint 


ed assistant chief accountant for mill 
accounting at the company’s Aliquippa 


Works. 


sponsible tor accounting functions per 


In this post he will be re 


formed in the various mill units of the 
Works, including basic development o! 
production records, payroll records, in 
centive records, budgets, and other 
Mr. Graham 


the company since 1948, 


matters. has been with 


ALFRED O. P. LEUBERT, secretary 
and controller, Old Town Corp., 
Brooklyn, N. Y., has been elected to 
membership in the Controllers Institute 
ol _America, 


WINSLOW AMES has been appointed 
director of personnel for the Reeves 
Instrument Corp., according to a re 
cent announcement from the company 
president, David T. Bonner. Mr. Ames 
has been assistant 


director of person 


nel at Reeves for the last three years 
and was previously personne] manager 
for Kentile, Ine. 


Gillen, who resigned to accept appoint 


He succeeds Vincent 


ment as professor of management and 


as director of personnel at Hofstra 


College 


SCHREIBER, assistant to th« 
president of Philco Corp. during the 
last four years, has been made a vice 
president of the company, according 
to an announcement from the office of 


James H, Mr. 


Schreiber will continue to handle spe 


President Carmine. 
cial assignments for the president and 
chairman of the board and will act as 
secretary to the Policy and Manage 
ment Operations Committees, and as 
chairman of the Coordinating Commit 
tee of Philco Distributors, Inc. 

The new vice president joined Philco 
in 1931 as a Philco 


wholesale company 10 


partner in the 
distributing 
Louisville, Ky. In 1933 he was named 
controller of Philco Distributors, Inc., 
and two years later he became general 
manager of the San Francisco distribu 
tion organization. He was appointed 
assistant treasurer of Philco Corp in 
1936. In 1945 he was named manager 
of operations planning, and in 1949 he 
was made assistant secretary, moving 


up the following year to the post of | 
| assistant to the president, 


December, 1954 


14 daily uses for 
Verifax 


Copying 


VERIFAX 
PRINTER 


only $2.40 


This completely different machine 
gives you 3 photo-exact copies in 
1 minute for less than 4¢ each. 


Thousands of companies report their 
savings quickly pay for it—often in a 
month. You'll find it indispensable, too 

1. When you need a copy of a docu- 
ment in a hurry 

2. When routing a letter will take too 
much time. 

3. When you can answer a letter with 
a notation in margin. 

4. When an incoming letter calls for 
immediate action by several people. 

5. When you need extra copies of an 
invoice or other incoming record. 

6. When you do not wish to release 
an original document from your fil 

7. When you cannot get enough read- 
able carbons in one typing 

8. When you forget to ask for carbons. 

9. When you need more copies than 
you anticipated. 

10. When copies of original work 
sheets are suitable for distribution. 

11, When you need copies of sketches, 
news items, etc, 

12. When an original is confidential 

13. When a central copying service 
cannot give you fast enough service. 

14. When you want to end costly re- 
typing, proofreading on any job, 

Free demonstration in your 
office. No obligation. 


—— MAIL COUPON TODAY—— 


Eastman Kodak Company 
Industrial Photographic Div. 
Rochester 4, N.Y. 


Gentlemen: Please send free booklet 


and names of near-by dealers. 9 


Name 


Company 


Address 


City State 


Prices quoted are subject to 
change without notice. 
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FIG. 1 shows o cross-section of on 
ALL-ROUND steel wire. ACE uses 
only premium precision-made, ac- 
curately drawn-to-size steel wire. 


FIG. 2 shows the all-round steel 
wire after being treated by the 
ACE PROCESS. This gives maxi- 
mum strength on the outer edge 
where it is needed most. 


STRONGER A Ch STAPLES 


Ordinary staples can jam 
your stapling machine. 
Properly made staples are 
always in perfect align- 
ment. They are scientifi- 
cally cemented in true 
strip form. ALL ACE Sta- 
ples equal or exceed these 
rigid quality standards. 
Staples of this type can’t 
jam your machine! Get 
the best. Ask your dealer 
for ACELINER or PILOT 
ACELINER Staples. 


SOLD THRU LEADING STATIONERS 


ACE FASTENER CORPORATION 


3415 North Ashland Avenue, Chicago 13 
STO ORGANIZATION CHARTS 
THE 


COFFIELD 
EVERLASTING 


COSTLY RE-DRAFTING OF 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


“EL EcTRO Marive. pivision 
— «GENERAL vores 


# 


‘ 
= 
= 
ti 


— 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

-* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Ilastrated Folder 
with Price Schedule No. OM-12. 


MANAGEMENT CONTROL CHARTS CO. 


4731 NW. WELLS ST. CHICAGO 14, ILL. 
o4 


People in the News 
(Continued ) 


ROBERT HOWARD been ap- 
pointed manager of the Vic-Dar Di 
vision, the new electronic data accumu 
lation 


has 


and reduction system manutac 
tured by the Victor Adding Machine 
Co., it has been ‘announced by Vice 
A. C. Buehler, Jr. 


ard has had extensive engineering and 


President 


production administration 


experience 
with RCA and as manager of the Gov- 


ernment Division of Webster-Chicago 


} Corp. 


CHARLES N. HELBERT has been 
promoted to the position of personnel 
manager for the National Gypsum Co.,, 
of Buffalo, N. Y. 


uate ol 


Mr. Helbert, a grad- 


Syracuse University, formerly 


| 


Mr. How- | 


was assistant to the personnel manager. 


Prior to joining National Gypsum in 
1951, he had been supervisor of person 
nel testing at Ansco, a division of Gen 
eral Aniline & Film Corp., and employ- 
ment manager at John B. Stetson Co. 


and American Machine & Foundry. 


A. B. Dick, Jr., dies 


Albert Blake Dick, Jr., chairman of 
the board of the A. B. Dick Co., died 
on October 24th at the age of 60, in 
Lake Forest, Il. 
illness. 

Mr. Dick was president of the A. B. 
Dick Co., from 1919 to 1934. In 1934 
he named treasurer, serving in 
that capacity until 1947, at which time 
he became chairman of the board. 


, following a prolonged 


was 


In addition to his long association 
with the Dick Co., he was a director of 
the Northern Trust Co., the First Na- 
tional Bank of Lake Forest, the Com 
monwealth Edison Co., and Marshall 
Field & Co. 

He had also served as mayor of Lake 
Forest, and as a member of the Presby 
terian and Lake Forest hospital boards. 
He was also active on the boards of the 
Markle Foundation of New York City 
and the Chicago Natural History Mu- 
seum, 

Mr. Dick is survived by his wife, 
Helen Aldrich Dick; a son, Albert 
Blake Dick HI; a daughter, Mrs. Helen 
Dick Bronson; a sister, Mrs. Thomas 
W. Swan, of New Haven, Conn.; two 
brothers, C, Mathews, of Newport, 
R. L, and Edison, of Lake Forest; and 
six grandchildren, 


December, 


CONCERNED WITH IMPROVING 
RECORDS RETENTION SYSTEMS ? 


FREE MANUAL 
‘| This factual “HOW 
of ; |) TO", written by Dr. 
RECORDS ' Herman Limberg, the 
| MANAGEMENT” | eminent records man- 
Bee ong agement consultant, 
} | will prove an invalu- 
{ able help in instituting 
| and maintaining a 
program of scientific 
i” record keeping. 


re for REALLY EFFICIENT, 
ECONOMICAL STORAGE 


DOLIN "400° 
SERIES 


f 1 
MANUAL 


OTS Bed ORM) mre 4 
| PCCD EM AF AMT EESOOO KISH mE 


65 
STANDARD 
SIZES OF 
STORAGE FILES 
Here are space-saving semi-active files glid 
on high speed ball-bearing rollers. Rugged st 
construction with dual-vision label holders. 


Sound systems require the safety of DOLIN 
**400"" ies. 


Clip This Ad to Your Letterhead or WRITE DEPT. D 


DOLIN METAL PRODUCTS, Inc. 


315 Lexington Ave., B’kiyn 16, N. Y. 


= . 
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«|. Within 
man’s 
power” 


Monumental achievements have 
marked each era of mankind. 
Within reach of future generations 
is the conquest of tuberculosis. 


It is within man’s power to eradicate 
tuberculosis—when you buy Christmas 
Seals to support your tuberculosis 
association you help to make this 
possible. 


This year use Christmas Seals 
generously—and send your contribution 
today, please. 


buy Christmas Seals 
This space OFFICE MANAGEMENT 


contributed by 
1954 
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no carbons! 


..in Hano stock 
inter-office correspond- 
ence forms on NCR Paper 


Write it for the record ... no 
carbons required. Made in 
popular 8!/,” x 7” triplicate 
style, this Hano Stock Form for 
hand or typewritten records, 
stops errors. Try this new car- 
bonless form now. $16.50 per 
carton (800 complete sets on 
NCR —no carbon required— Paper). 


Hano Stock Tab Forms on NCR 
Paper eliminate time-consuming 
de-interleaving. All Hano Custom 
Forms can be "tailor made" for 
you on NCR Paper. 


Write for samples. 
2 
There's a Hano Dealer 


or Hano Salesman 
ready to serve you. 


PRINTES MANIFOLD SYSTEMS SINCE i868 


General and Sales Offices: HOLYOKE, MASSACHUSETTS 
Warehouse and Branch Piant: MT. Live, ILLINOIS 
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Telecomputing Corp. opens 
Los Angeles office 


The Telecomputing Corp., of Bur 
bank, Calif., manufacturer of electronic 


recording and computing equipment | 
for business, science, and industry, has | 
established Marketing Division offices 


in downtown Los Angeles. 
The offices, at 1054 Wilshire Boule 


| vard, will be the base of operations for 
| H. G. Ayers, vice president in charge | 
| of the division, and T. O. (“Ted”) 

Mikolasy, regional sales manager for | 
| the eleven western states. Advertis 
| ing, sales promotion, and systems en 


gineering will also be handled here. 
The opening of the office is part of 
the growth of the company to meet de 
mands for its new Point O" Sale equip- 
ment. Other expansion plans include a 


| manufacturing plant in North Holly 
, wood, Calif., and additional sales offices 


in eastern, central, and southern states. 


New consulting organization 


to advise on electronics 


A new consulting firm has been | 
_ organized for the purposes of provid 
ing consultant services to management | 
/on the use of computers and other 


electronic data processing equipment. 


The firm is known as Canning, Sis- | 
son & Associates, and is located at | 
914 S. Robertson Blvd., Los Angeles. | 


The principal members of the new 
organization are Richard G. Can 
ning, formerly a data system engineer 


with the University of California at | 


Los Angeles and Roger L. Sisson, who 


until recent. was manager of the | 
customer service department of the | 


Electronics Division (formerly — the 


Computer Research Corp.) of The | 


National Cash Register Co, 


J. E. Bertsche, Todd Co., dies | 


John E. Bertsche, Jr., director of pur- 


chases for the Todd Co., Inc., of | 


Rochester, N. Y., died on November 
8th at his home. He was 47. 
Mr. Bertsche had been associated 


| with Todd since 1934, when he joined | 
| the company as secretary to Walter L. 


Todd, now chairman of the board. In 


1945, he transferred to purchasing as | 
administrative assistant to the director, | 


and in August, 1950, he became direc- 


. | 
tor of purchases. He served in the | 
Navy from November, 1942 to No- | 


vember, 1945, 
He is survived by his wife, a stepson, 
a daughter, and two brothers. 


1954 


ALLTHIS... 
AND DICTATION Too! 


With a Peerless DRI-STAT photocopier, 
a good secretary can get out a stack of 
copies like this and still keep up with her 
regular work — without overtime. 

Letters, invoices, orders, reports, 
charts, drawings, technical articles, tax 
returns—DRI-STAT makes clean, sharp, 
black-and-white copies of them all, in 
just one minute per copy. Originals on 
opaque paper—printed on both sides— 
in colored inks, with half-tones, bearing 
pencil notations—DRI-STAT can repro- 
duce more kinds of material than any 
other photocopy equipment. 

Ask your Peerless distributor to show 
you how DRI-STAT can pay for itself 
quickly in your office. Call him for a 
demonstration, or mail the coupon. 


PEERLESS 
SL 
DRI-STAT 


(ee 
| PEERLESS ag PRODUCTS. INC. | 
Shoreham, L.1., New York OM-12 
[) Id like to see a demonstration of 
DRI-STAT on my work 


} Please send me your free brochure 
describing DRI-STAT 
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ALCOA— 


(From page 32) 


“Progress is only made by first evaluating effects of a sys 
tem and procedures improvement logically, then moving on 
to it and getting it done. No one can predict every effect in 
advance. If the basic theory of the improvement is accepted, 
then a margin for error must be accepted. If the premises 
are correct, then the conclusion must be correct, Further 
more, the intangible benefits of the improvement, though 
they may be hard to evaluate mathematically, can far out 
weigh the cost savings.” 

Using that statement as a standard, how does the ALCOA 
revision of its sales orders procedure stand up? 

The overall premises of the improvement, as stated in the 
original letter proposing the revisions, were that it would 
reduce clerical time spent in typing, checking, and dupli 
cating sales orders in the originating sales offices; that 1 
would move sales orders to any given plant within twenty 
four hours; that it would lessen errors in information on 
sales orders; that it would reduce clerical work at all 
subsequent stages beyond the sales office; and that it would 
improve the service to customers. 

Nothing more specific than that was promised, and 
even the savings projected under the system were esti 
mates only, It was stressed that every step proposed in the 
system was, however, based on existing equipment, and that 
no method employed within the system was experimental 
each was already in use, somewhere. 

The letter proposal from ALCOA’s Administrative Pro 
cedure Committee was accepted by the company’s top man 
agement, and the Committee moved to put its proposals into 
effect. The Committee Staff was enlarged, and commuttec 
members moved out in the field to meet with departmental, 
works, and sales management, and work out with them 
their needs and requirements under the proposed system. 
In Pittsburgh, meanwhile. a “proving ground” was estab 
lished in the committee's offices. There every method of 
writing or reproduction of records outlined in the original 
letter proposal was represented by one or more machine 


When 


units provided to service the experimental station. 


ae 


DON'T LOSE YOUR TEMPER, 


© cca wot necessary to FUMBLE with 


STATIONERY DEALER 


afi) 


ever a suggested form or procedure was outlined, it was pos 
sible to feed it through this pilot installation, measure times 
required to complete it, and so have a valid basis of com- 
parison for the particular form or procedure as against others 
suggested, 


Thus, it was possible for the committee, which began 
work with broad overall principles for speeding and simpli 
fying the Sales Order procedure, to work out all details so 
that when the procedure was finally instituted in the sum 
mer of this year it represented the best thinking and judg 
ment of people throughout the company. Every form used, 
every procedure followed had already been tested. 

The basic results promised by the new system have been 
more than realized. The private line teletype network has 
been expanded from a total of 9,000 miles to more than 
20,000 miles, and obviously the investment in new equip 
ment has been heavy. But, conversely, the savings in time 
and clerical work achieved by the system will increase as 
time goes on, and these direct savings will offset costs ot 
installation, 

The ALCOA system, in other words, is a success in every 
way. It does not represent the ultimate in integrated data 
processing, nor was it intended to. It does represent a sys 
tem which can be further developed; the groundwork tor 
the future has been laid. Many more activities can be geared 
into the system: installation of electronic computing equip 
ment at Pittsburgh could make possible even faster sales 
statistical analyses. The new system has been designed so 
that it will be perfectly consistent with further develop 
ment of automation in accounting, production control and 
all related fields, 

ALCOA, in other words has chosen to take a middle way 

to take a long stride ahead by revising one entire area ot 
operations, and doing it completely, rather than attempting 
What 
it has accomplished in this successtul first step reveals no 
great new principles, but it illustrates again what can be 
accomplished by carefully planned application of principles 
already known. 


to change over all areas to automation at one leap. 


ALCOA is maintaining its position in the front rank of 
American industry by adhering to a doctrine long acknowl 
(To page 68) 


Old Farhioned Rubber Sands! 


ASK YOUR 


TO SUPPLY YOU 
WITH THE 


ALLIANCE RUBBER COMPANY 


ALLIANCE, OHIO HOT SPRINGS, ARK. 
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Spee-D-Ada 


says: IT'S QUICKER...CLEANER...EASIER TO 


ADDRESS MULTIPLE MAILINGS WITH 
DENNISON Carbon Set ADDRESSING LABELS“ 


"QUICKER Insert Dennison 
Carbon Set Addressing Labels in 
your typewriter and you're ready 
to type 4 sets of labels at once. No 
collating — the carbons are in 
place. No slipping sheets stay 
lined up till you snap them apart. 


“EASIER . . . Additional Dennison 
features save you time and trouble: 
Sheets are numbered for identifica- 
tion; sets consecutively numbered 
for records. Labels are accurately 
spaced. There are 33 standard 
labels to a sheet; 132 to a set. Extra 


space at bottom makes last labels 
easy to type. Clean-cut 
Dennison couponing. 
And they're backed 
with Dennison 
Stick-Tight Gumming 


‘CLEANER . . . You never 
have to touch the carbon. 
It’s in every set — snaps 
away easily when you are 
done. 


*Four sheets of perforated label paper — factory collated with one-time carbons 


‘ 


' 


Order your supply of Dennison CARBON SET 
Addressing Labels (No. 4724) from your stationer. 
FOR FREE SAMPLES: 
write Dennison Manufacturing Company 
Framingham, Mass. 


Carbon Set 
siInG t 


Bets. 


- - - PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 
PS-'¥2 2" x 6” 30c per ft. 


PS-% =6%"" x 6" 35¢ per ft. 
PS-1 1” x 6%  40c per ft. 


FOR RING BINDERS 


Smooth finished, durable metal construction—celluloid window protects and keeps 
label clean. Neat uniform appearance —lasts indefinitely. 


SO-1 for 1” Ring Books 
SO-1'4 for 1/2” Ring Books 
$O-2 for 2” Ring Books 


$0.25 each 
-30 each 
.35 each 


FOR POST BINDERS 


There is a Vinyl Plastic Label Holder for every type of open back binder. 
Will not worp or curl—made to Slip-On any size post. 


PBS—'2" x 22"... 
PBM—1”" x 24” 
PBL—2” x 22” 


OFFICE PRODUCTS, INC. 


9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 17! - 2nd St., San Francisco 5 


. $0.20 each 
-25 each 
-30 each 


OFFICE MANAGEMENT December, 1954 


SS 5 _ ms 7 " = mri. me : i Re te apd 
. ' ae 
ee 1 Paar Fe Ree ha ‘ ay 
! * a 
: ~ : Fs 
7 a. 
a 
= fit 
ee 
Bae 
oT 
tn al 
5 Bf 
aan 
"ra eS 
he i 
hrLtr = 27 rd 
\ ” lage 
5, oP -aae 
=~ ie od 
SS Saket: He 
; Wy) ‘ah ae 
_- Teieo 
-~},'*' et 
" , (Zs j Tabi 
a. . fh Si yae 
teed 8h THEY SNAP ee” 
» B: A ay ee 
a eal ' ph ae 
eee CD, ae e : Ge a 
. ae one 
: ‘ ‘ba A 
CY ee 
: ar 
a Je De 
! RE eo a: 
' goo ae - ; a 
aint ie 
“<< a a Geen: 
—_ »« i i oh ti 
aah fs E 
. ee meee aU 
b ¥ 
POPULAR PRODUCTS oe 
Pay & 
@ i obit ' ” 
Ss tile ee wr 
—— ms , 
. al pb 
put Ae 
iT STAYS ak 
ae | 
eee rss 095593 9999S III TI a a 8 
ree 
wae 
¢ “al vse a 
ee 
, RK - wie | 
5a EVEN WINE ie 
e Woke: oe, 
\ Semen tel 
ae ti 
: at 
ae Sa 
s a A x 3 
SLIP-ON LABEL HOLDERS = 
“tee Te ‘ 
rn Oe Perey Y) A nee 
to Rhee, ee. fi j ride ll 
ey ee ee = nae oo ca wr. 
ea <a Ss — 
a Rae aa) 
< vr 1 Sash a : 
- iat hhert 
‘. a Se 
ae 
wee j ; ree 
we 5 , Dia 
~ , ta ee 
ae 
ee 67 acs 
Eee Ee 
us i # ’ 
ee! ys Oe ears. 5 7 ae, a 8, I ee te 
We 1 a — eee Sig \ > . oe ean © CCOURe le 
er cee er ee Te ei 4 Rie a ee _y (eR a A ES. en ee Pow Vem hie [YS 


IME down | LINE “hos /been acclaimed by ' 

“its EXTRA, QUALITY, os the FINEST MARKING DEVICES 
zi R MADE. CROWN products are made and i 
: stand perveder constant use without féor of breakdown 


Faster Delivery ioe insist 0 on ‘the bes 
“THE : se Ne!" ¢ 3 


' 
al ae. 


ata n lc obcandietelsioitns intense 


R. A. STEWART AND CO.,INC. 


8O Duane Street + New York 7, New York 


(From page 66) 


edged in every successful factory taking advantage of new 
processes, new machines as they come along, even though 
it is known that further improvements may be available 
some time in the future. When the improvement comes, 
the company that has taken the intermediate step will not 
only have had the benefits given by that step; it will be in 
a better position to incorporate the new devices into its sys- 
tem than companies that have postponed any revisions. 


Switchboard— 


(From page 23) 


Items 8 to 13 covering the “allowances” for extra activity 
we shall endeavor to eliminate. For this reason we shall 
not consider them for the the purposes of the study. 

While no holding time factors are involved in the study, 
it is important to establish the Busy Hour load so that re- 
quirements can be estimated on the basis of providing a 
good grade of service at all times. Reading of the counters 
should be taken every hour so as to determine the Busy 
Hour load. 

To determine the load in terms of work units we shall 
multiply the number of calls in each category by the coefh- 
cient assigned to each item. 

Let us assume that the reading of the counters in the 
Busy Hour. showed the following volume in each classifica- 
tion: 


Extension to Extension . ree ....-250 calls 
eae. to Extension 
Cutgos to Manual Central Office 
“ ae : 
Long Distance calls. 
Assistance calls 


To determine the load in terms of work units by the 
process indicated above: 


No. of Calls Coefficient Work Units 
250 J 225.00 


As a result of many years of study, it has been deter- 
mined that operators can handle hourly work loads accord- 
ing to the number of operators “in team.” Attention is 
directed to the bottom of the Tables of Coefficients by which 
the basic Busy Hour loads have been established. It will be 
noted that as the number of operators “in team” increases, 
the greater load can be hardled by each. This is due to the 
greater teamwork and overlapping technique whereby each 
operator helps to carry the load. In other words, when an 
operator has a temporary lull on her own position she may 
pick up calls indicated on other positions where the load is 
heavier at the moment; the greater the number of opera- 
tors available for such teamwork, the greater becomes the 
availability work load of each operator. On a single posi- 
tion where there is only one attendant, no teamwork factor 
is involved and it has been determined that attendant can 
handle only 150 work units per hour. If there are two 
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operators (attendants) in team, the work unit availability 
for each increases to 200 units per hour. Three operators 
in team produce 220 work units per hour, etc. Each work 
unit is estimated to be equivalent to 15 seconds in time. 

Now let us determine if three operators can handle a 
load involving 835 work units. The table shows that three 
attendants in team each can handle 220 units per hour, or 
660 total work units. This represents a deficiency of 175 
work units. Four operators in team each can handle 225 
units per hour, or a total of 900 work units. From these 
conclusions it would appear that a four-position PBX and 
four operators would be required to handle the busy hour 
load. This does not necessarily mean that four full-time 
operators are required. The average Busy Hour load will 
require no more than three operators. It is deemed wise to 
provide a fourth position as a safety factor with a schedule 
of work that will require a fourth operator only during 
peak load periods on several occasions daily—tor the Busy 
Hour factor of 835 work units. If the Busy Hour load _indi- 
cates a theoretical position requirement of 3.3 or 3.4, and 
in order to provide a good grade of service during the Busy 
Hour periods, a fourth person is needed, and a fourth 
operator in the same proportion of time as the factor to the 
right of the decimal point would indicate. 

It has further been determined that regardless of the 
number of operative positions, or the number of operators 
in team, at no time is an operator capable of producing 
more than 245 work units per hour. In large installations 
where the work unit load is quite heavy, position require 
ments are determined by the same method as shown above, 
or to reverse the procedure, we may divide the total work 
load by the factor 245. For example, if the total work load 
were 3,500 units, the theoretical position requirement would 
be approximately 14.3, in which case 15 positions (actual) 
would be needed. 

It is worthy of special note that in the hypothetical trafhe 
load used for the purpose of establishing PBX position re 
quirements, no extra-curricular activities have been involved. 
If some of the ill-advised techniques are practiced, such as 
extensions hanging up before calls are completed, or un 
necessary ticket work, or obtaining time and charges cn toll 
and long distance calls, or reference to directories, etc., there 
by requiring extra time on the part of the operator, coeffi 
cients representing such activities must be added. This wil! 
increase the numbers of work load units, and will obviously 
increase the position requirements. 

In the case of a dial switchboard, two separate studies 
are required, one to determine the number of PBX posi- 
tions needed to handle the trafic over the manual switch 
board, and the other to determine the number of calls 
which will be routed over the mechanical switches. When a 
manual telephone system is to be converted to dial opera 
tion, the prime objective should be to divert as much traffic 
to the mechanical apparatus as possible. Many companies 
convert to dial without giving sufficient thought te this 
important question. The author has encountered such 
installations in which 80 per cent or 90 per cent of the 
extensions were restricted from making outside calls. The 
paradox lies in the fact that before conversion any extension 
could make an outside call merely by asking the operator 
for a trunk line. There is usually a false sense of security 
resulting from the fact that when such calls are “passed” 
through the operator, there is thought to be some control, 
but such is not the case. Whenever an extension is con 
nected to a trunk he can place any type of call he wishes. 
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Photo Courtesy 
South African 


Tourist Corp., 
New York 


Weldon Roberts Erasers Correct Mis- 


takes In Any Language! KNOW 
SOUTH AFRICA for its places, 
people, commerce, industry! South 
African businesses have long ap- 
preciated and bought the erasers 
acknowledged as finest and used the 
world-over: Weldon Roberts Erasers 
that correct mistakes cleanly and 
quickly. 


Uniform high quality Weldon Rob- 
erts Erasers correct’ mistakes in 
business machine writing and hand- 
writing. Your dealer has the exact 
SIZES, TYPES and STYLES for 
your requirements. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


GRAYPOIN? ERASER. Quality gray rubber 
core in wood pencil casing. Sharpens easily unth 
a knife or pencil sharpener. No, 365 plain end; 
No. 3650 with special plastic WHISK brush cap 
For evrasing typewriting, carbon copies, pencil 
writing 
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WO USE 
LOOKING, 
OSCAR... YOu 
CAN'T SEF My 
PAYCHECK 
ROUGH THIS 


“OUTLOOK” 


PAYCHECK “OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 


employee’s name. This improves personnel relations. 


T HE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


Originators of “Outlook” Envelopes. Est. 1902 
ic boa BLVD., CHICAGO tN ue.” cae 


Lab Es Eaten Me bac ds 


138s ae. iba sel ore em 


ACCOBIND | 
FOLDERS 


It has been stated that the operator can watch the “flicker” 
of the supervisory .amp and can determine if the extension 
is dialing a local call or if he dials 
been connected with trunk. 


“Operator” aiter having 
If she determines that it is a 
loca! call by the number of times the light “flickers” it goes 
unchallenged, but if she thinks he is attempting to make a 


toll call, she can question it. 


In the first place, she is usually too busy to “monitor 


such calls. In the second place, more and more cities are 
“Toll Diversion” service for dia] installations so 
an extension dials the code for reaching a central 
office trunk, and then dials “O” or the long distance code, 
after having dialed to reach the central office trunk, the 
call will revert automatically to the PBX where it is chal 
lenged. 


providing 
that i 


In other words, this is a foclproof..method for 
preventing anyone from making a toll or long distance call 
without the knowledge of the operators. 
where the “Toll Diversion” 


In small localities 
available, ar 
rangements can usually be made with the local telephone 
company for their operators to refuse any call from anyone 
except the PBX operator. 


feature is not 


The fear of abuses being made of direct dialing facilities 
is a fast fading theory. 


In the great majority of cases, it just 
does not exist. 


To be sure, there are some employees who 
regardless of what restrictions are provided. It 
it does not pertain to telephone calls, it will occur in some 
other activity. 


will “cheat” 


sut why stymie a whole system because of 
a handful of such persons? With few exceptions, every dial 
system should provide for 85 per cent or 90 per cent unre 
stricted extensions. If the rank and file are told that these 
direct dialing facilities are being provided to increase the 
overall efficiency of the service, and if an appeal is made to 
avoid any abuse of such facilities, by far the 
will react favorably. The author could 
after another in which the local call rate has in 
creased less than 10 per cent, and the illicit toll calls are nil. 
These were cases in which was stated “our people are 
different, they will take advantage of the direct dialing 
facilities and abuse the privilege.” This is a bogie 
which has no reality in fact. 

e “different.” 
honest. 


great majority 


recite one case 
history 


man 
Everyone thinks his people 
For the most part, people are fundamentally 
Surely, you have read in the press about a certain 
bank in New York State u.at installed a system by which 
anyone could make his own change by merely extracting it 
from racks provided for that purpose, and the results have 
shown that very few discrepancies have resulted. 
believed that most people ar 


They 
e honest and the 
refer to are not employed by the bank. 
less apt to cheat those who employ them than transients 
who use the facilities of a bank. The following tabulation 
was made by a large company in an Eastern city. 


people they 
Employees are 


It covers 
a period of nineteen months, during halt of which company 


telephone facilities were on a manual basis while the balance 
was on a dial basis. 


Business Long 


Month Days Dist. 
March ; 23 $7,229 34,324 395 356 380 
April . 6,298 34,216 425 370 381 
May 20 6,094 33,733 384 294 385 
June... 22 6,225 36,855 385 389 66388 
July 21 5,995 32,917 324 335 331 
August 22 5,318 33,476 340 339 371 
September 21 5,963 34660 309 296 395 
October 20 4904 34,103 335 312 352 
November 19 5,605 35,930 333 343 405 


(To page 73) 
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DOUBLE 


... af DESKSIDE 


Most of us take a waste basket for granted. 
It’s where it is, simply to do a necessary job. 

But a waste basket is also a piece of 
furniture. And as such, it must be attractive 
and durable, just as any chair, desk or fix- 
ture in office or classroom. 


» 
VUL OOP vaste baskets are eye-pleas- 


ing—and they’re built to take the worst 
kind of punishment. These hard vulcanized 
fibre baskets won’t chip, split, splinter, 
rust or corrode, can’t be dented. Standard 
colors—maroon-brown or olive-green—are 
blended into the fibre ... they will not 
chip, wear off, or mar furniture or clothing. 
Double-rolled tops remain smooth and 
round for life of baskets. Bonded seam 
construction adds strength. Small wonder 
every VUL-COT is backed up by a five- 
year guarantee! 

VUL-COTS are light in weight, noiseless, 
easy to clean and handle. You can get them 
in a wide variety of models and sizes at 
stationers and school supply houses every- 
where. Or write for catalog price sheet. 

Dept. 5-12. 


\ 
@ NATIONAL 


\ VULCANIZED FIBRE CO. 


WILMINGTON 99, DELAWARE 
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keep costs down 


> with accurate job time records 


- 


“ 
- 


CALCULAGRAPH 


\J FIGURES PRINTS DATE 
ELAPSED TIME BR riusuno rime 
ACCURATELY 


TOTAL ELAPSED 


Keep production costs in 
line with automatically 
computed, precision 
Calculagraph job time 
records. Just stamp card 
at beginning and ending 
of the operation. Calcula- 
graph prints date, starting and 
finishing time plus precision calculated elapsed 
time. One Calculagraph can record and compute 
job time data for one entire shop or department by 
handling any number of cards in any sequence. 
Accurate, printed Calculagraph records can be filed 
for future use in estimating on new orders and 
checking production efficiency. Calculagraphs are 
low in cost, practically maintenance-free and built 
for a lifetime of dependable service. 


COUPON BRINGS FULL INFORMATION 
— FILL IN AND MAIL TODAY! 


CALCULAGRAPH COMPANY 


SUSSEX STREET, HARRISON, NEW JERSEY 


data on Calculagraph to: 334 


Send complete 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guide O.foltr 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the ed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guilde-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


[ Activate Control Systems 
with Cellugrafze" 


Depend on Graffco products 

to call for the right action at 

the right time ... every time. Facts 
come to life, stand out, flag atten- 
tion. A variety of colors and shapes 
to control any classification. Ask 
your dealer about them. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


Maptacks 


tor CHARTS and MAPS 


SIGNALS 
and MAPTACKS 
Keep BUSINESS Under Contre! 


For Sale or To Buy Used Equipment 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 

equipment thoroughly rebuilt and guaranteed, Commercial Card System 
Co., 135 Grand St., New York 13, N. Y. 

FOR SALE ADDRESSOGRAPH Model 2000 with feed expirator and 

lister. Equipment two years old, reasonably priced. Contact Box 6, 
a Street Station, New York 5, New York. Attention Purchasing 
epartment. 


DITTO GELATIN PROCESS S.20 Electric 1491. Priced to sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator’s chair; other accessories. Bargain, Write U. O. 
Colson Company, Paris, Illinois. 


CALCULATORS AND ADDING MACHINES Wanted, all makes. 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. Y. 
ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


Positions Wanted 

SYSTEMS ANALYST 20 years successful Cost Reduction in Systems, 
Procedures, Work Simplicification and Wage Incentives Average earn- 
ings $8,000. B. A. and M. A. degrees. O.M. 167 


MALE SECRETARY—Typist, single, young, experienced, unafraid of 
productivity and details, seeks position in Chicago. Available in Nov- 
ember. O. M. 168 


Business Opportunities 


WRITER, 7 years’ experience, will work on free-lance basis; reports, 
editorial, publicity and advertising copy; re-write editing. O.M. 174 
WE DESIGN, EDIT AND Produce House Magazine for business organ- 
izations in the east--employee or external. We perform all editorial 
functions-——see each issue through to completion. Kim Darby & Asso- 
ciates, 5 Beekman St., New York 38, N. Y 
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(From page 70) 


December 23 6,759 41,053 441 425 544 
January 21 5,139 36,854 382 364 412 
February 19 5,577 33,668 353 295 369 
March 23 7,301 40809 402 362 426 
April 21 6,322 37,836 368 320 386 
ey 21 5,136 36,982 369 330 429 
or 22 7,197 38,805 393 355 448 
ere 20 6,083 33,924 364 338 423 
August... . 23 6,371 40,164 377 316 475 
September. 21 6,339 37654 474 360 429 


Note the consistency with which calls in all categories are 
made. This installation comprises 800 extension stations 
and is 90 per cent unrestricted. The proof of this lies in 
the fact that the theoretical position requirement is only 
3.4 in the busy hour (on a dial basis). A lesser ratio of 
unrestricted stations would require a greater number of 
positions. 


The approach to determining the PBX position require- 
ment on a dial basis is the same as it is on a manual basis. 
At the conclusion of the traffic study the load is divided 
as indicated previously. All traffic that the operators are 
required to handle, such as Incoming calls, Outgoing toll 
and long distance, and assistance calls, carry the coefficients 
assigned to each category, and the total number of work 
units are determined. From this we know what the position 
requirement will be. 


Mechanical switch requirements are another matter. Al! 
traffic to be delivered to the call-carrying apparatus must 
include the holding time factor as well as the calling rate, 
because as long as each call is in progress the apparatus is 
being used. This is similar to the method for determining 
trunk requirements as trunks are a call-carrying agency. 
If there are any tie lines in the installation they should be 
converted to at least one-way dial operation. 


As outlined in Chapter 3, in my book “Cost Reductions 
In Wire Communications” (Christopher Publishing House, 
1140 Columbus Ave., Boston, Mass.), the cost of dial ap 
paratus depends upon the rate structure in the particular 
area involved. In the modern dial installations there are 
three groups of mechanical switches, Line Finders, Selectors 
and Connectors. In some areas Line Finders are charged 
All 
areas (except New York) charge for Selectors and Connec 
tors. In any event, a five-year contract is involved for all 
dial installations and the mechanical apparatus pertaining 
thereto. 


for, while in other areas there is no charge applied 


There are only one or two known areas in which 
an installation charge is made in lieu of the five-year con 
tract. In New York State an installation charge is applied 
as well as a five-year contract. 


All switch requirements are based upon the number of 
hundred-second calls (CCS’s) arrived at from the traffic 
study. Due to the fact that the interior calls in the great 
majority of installations represent about 65 per cent of the 
total traffic, it 1s obvious that most of the switches are used 


for that purpose, 

Customer personne] are not trained to make studies in 
In the absence 
of such training, this type of traffic study must be delegated 
to telephone company personnel. 


connection with the mechanical switches. 


The various methods of trunk categories in dial installa 
tions, together with information regarding Dial Tie Lines, 
Repeating Tie Lines, Recording Meters, and other per- 
tinent data is outlined in complete detail in Chapter IV of 
my book, “Cost Reductions in Wire Communications.” 
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FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


ONE DOZEN STAMPS—$1.98 


Imagine a single rubber 
stamp machine that does the 


wamp STAMP ONLY work of 12. The new “Daily 

FAST CLASS may Dozen" multiple stamp con- 

I tains all o orepes | 

for mailing, banking an 

amparc POT billing. . . simply turn the 

HANDLING dial to select the imprint you 

SPLCIAL PUSS ep, need. There are twelve rub- 

PRINTED Maven ber stamps built into this 

SPECIAL DELIVERY one efficient machine ae 

Deposit each stamp is over one an 

0 STAMP ONLY = omy a half inches rey i... ay 
PECIAL HANDLING ry chased |. dividually, 

DO NOT BEND! ponct ee? *6lstengp stamps would cost about 

iPLEASE REMIT $10.00, but this convenient, 

Pn a awe VIA AiR MAlL space-saving machine costs 


only $1.98 complete! 
Order NOW from 


COSSMAN STAMP CO. 
6612 Sunset Blvd. Dept.OM Hollywood 28, California 


Money back Guarantee. 


TOP MANAGEMENT SEMINARS 
Limited attendance Unlimited Subject-Coverage 
9A. M. to 5 P.M. Five-day Sessions 


Electronic Computers—Applications and Limitations 
Office Mechanization Standards 

Job Evaluation and Performance Rating 

Supervision and the Supervisor 

Operations Research—Tools, Techniques 

Other Subjects 


Seminars held every month except December and January. 


Write: Hugh A. Warner 
Formerly technical director, 
National Office Management Association 
Box 19, Route 4, Elkridge 27, Md. 
Phone: Elkridge Maryland 715J 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated folder 
on chairs with fiber glass bases. 


Name 
Firm Name 
Address 


City 
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SMOOTH-SLIDING Bassick 
rubber-cushion glides can’t 
harm the finest floor. Broad, 
flat base of highly polished 
steel glides smoothly over 
any surface. Live-rubber 
cushion absorbs jars and 
shocks. 


Manze sure every heavy 


CG-93-11," 


CG-92-14" 


— VI 


C6-90-%4” 


CG-91-1,"" 


table, chair and sofa in your office wears a set of these 
famous glides. Nail drives easily into wooden legs; special 
adapters fit glide to metal tubing legs. 


Heavy furniture rests in peace on 
these heavy-duty Bassick Nomar 
cups and shoes. Square rubber 
shoes or round and square com- 
position cups. 


Do yourself a favor by 


“Diamond-Arrow” Casters 


Chairs, portable tables and stands 
roll at a touch when fixed up 
with easy-swivelling “Diamond- 
Arrow” casters. Double row of 
ball bearings. 


handling Bassick, world’s 


largest line of floor protection devices. Your cus- 
tomers will like the way they hush office noise, 


make furniture moving 
COMPANY, Bridgeport 
Belleville, Ont. 


nll 
> 


Bassick 


o 4 MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 


75 YEARS OF CASTER LEADERSHIP 


easy. THE BASSICK 
2, Conn. In Canada: 
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This STEEL AGE 


Typewriter Shelf 


Here is the answer to one of the most annoying 
of all secretarial problems—the stubborn typewriter 
shelf! This remarkable Steel Age Shelfomatic* 
typewriter shelf actually glides open at a touch and remains 
steady as a girder, even after years of daily use. It 
has a simple, rugged design . . . no exposed levers, 
brackets or latches to pinch or bump 
operator. And the tension can be easily ad- 
justed for effortless, float-open action 
with any weight typewriter. 

The Shelfomatic is another exclusive 
Steel Age engineering achievement in 
fine office furniture . . . another Steel Age 
contribution to increased work output. 
Your local Steel Age dealer invites 
you vo call him this week for a 
demonstration of this important 


development. 


*Patent Applied For 


eel Age 


The Quality Choiee of Modern Offices 


CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 
Branch Offices: Boston + New York + Philadelphia + Atlanta + Detroit + Chicago +* Dallas + Oakland 
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w+ 2nd youll give your boss the 
hest-typed /ottere he ever signed / 


You'll be delighted with the beautiful quality of 
work this Underwood Electric will give you . . . its 
light, easy typing, minimum fatigue, and sharp, 
clear carbon copies. 

Simply ask your nearest’ Underwood Office (in 
Classified Directory ) to send one over for you to try 
on your own work, It puts you under no obligation 
whatever. Phone... now! 


Underwood Corporation 
Typewriters . .. Adding Machines ... Accounting Machines 
Carbon Paper ... Ribbons .. . Punehed Card Equipment 

Electronic Computers 
One Park Avenue Underwood Limited, 
New York 16, N.Y. Toronto 1, Canada 
Sales and Service Everywhere 


You are also invited to try our standard office type- 
writer... the new Underwood 150. You ll appreciate 
the wide choice of type styles, the ‘Vriple ‘Touch 
Tuning. New Diamond Set Margins and other 


important features, a 


Sie 


Underwood Electric 


Made by the Typewriter Leader of the World 
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